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THE LOWEST 
POPULAR PRICE 
TOP QUALITY 
SUSPENSION FILE 
LINE TODAY 


NO PRICE 
ADVANCE 


‘47 Different Numbers 
(STYLES & ITEMS) 


5's @ 4's @ 3’s @ 2’s @ Letter 
@ Legal @ Splits © Combi- 
nations @ Locks ®@ Plain @ 
Futura Grey @ Steelmaster 
Standard Green ® or all 
grain finishes. 


A STEELMASTER FILE FOR EVERY FILING REQUIREMENT 


PROMPT TO IMMEDIATE SHIPMENT @ ORDER NOW 
Brochure and Literature Available. Write 


ART STEEL SALES CORPORATION 


170 West 233rd Street, New York 63,N.Y. ~— 
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“Latter Fertect |" 


With an IBM Electric Typewriter, your secretary will turn out the 
most beautiful and distinctive-looking work you’ve ever seen. Wher- 
ever your letters go, their fine appearance will reflect credit on you 
and on your company. 

Your secretary will type faster, yet actually use far less energy 
doing it. She'll be able to devote more time to other important work. 

So many exclusive time-saving, money-saving features are yours 
with an IBM Electric Typewriter, you'll certainly want to investigate 
its advantages without delay. 


[BM | Clectite Typewritou 


INTERNATIONAL BUSINESS MACHINES CORPORATION 


a 
SS ee SSS SSSSSSHSESESESES EE EEEEEEEEE x 
e Hi 


IBM, Dep. MG 
590 Madison Avenue, New York 22, N. Y. 


[] I'd like to see a demonstration of 
the IBM Electric Typewriter. 


[] Please send broéhure. 


Name (please print) 


Company 


Address 
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| ee on payload, or usable filing 
capacity, Super-Filer costs 10 to 15% 
less than conventional first grade files. In 
addition it saves time, effort and money 
every day it is in use. 


This five-drawer Super-Filer is today’s 
most modern, most mechanized filing 
cabinet. It frequently pays for itself in a 
short period of time and since it lasts 
indefinitely it will go on reducing your 
filing costs for many years to come. The 
GF Super-Filer has been time tested, 
fully proved and progressively improved. 
What it has done for others it can do 
for you. 


Our nearest branch or dealer will be 
glad to survey your filing requirements 


See, it opens 
Just like 
a book 


or put a Super-Filer on trial for 10 days 
without cost or obligation. 

Let us send you a free booklet illus- 
trating and describing completely the 
features of this outstanding Mechanized 
Filing Equipment. Write The General 
Fireproofing Company, Dept. M-18, 
Youngstown 1, Ohio. 


Foremost in Metal Business Furniture 
DEALERS THROUGHOUT THE WORLD 
© GF Co. 1950 


Super-Filer’s low operating cost 
and greater filing capacity per 
drawer are based on its unique 
patented construction—the 
“Swing Front”. Here’s how the 
Super-Filer works. 


1. A light pull swings the drawer 
front out, releasing compression 
and providing working space, at 
the same time that the drawer 
glides smoothly out of the cabinet. 


2. Operator locates any guide or 
folder in the drawer at a glance 
and instantly parts the drawer 
contents like a book. 


3. This parting motion locks the 
front throwback compressor to the 
drawer head, forming a supported 
wide-angle spread, so the operator 
can file, find or even read any 
record direct without removing it. 


4. In closing, a light push against 
the drawer front releases the front 
throwback plate which again ap- 
plies mechanical compression as 
the drawer glides smoothly back 
into the Super-Filer cabinet and 
is safely latched. 


5. Self-adjusting Divide-a-Files, 
spaced evenly in the drawer, break 
up the drawer load, keep contents 
slanted rearward for easy reading 
and help to maintain compression. 
They are automatically self-spac- 
ing and self-locking. 


Super-Filer is made in 2-, 3-, 
4- and 5-drawer heights. in 
standard widths. Also available 
are substitute drawers, cross- 
trays. inserts and partitions 
to adapt Super-Filer for hous- 
ing practically any type and 
size of office record or material 
needing permanent protection. 


You must see how the GF Super-Filer works to 
appreciate how greatly it simplifies filing and 
how much floor space, time and effort it can 
save. Your local GF dealer or branch is always 
ready to demonstrate Super-Filer, put one on 
trial, or survey your filing requirements. 


June, 1950 
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AND EQUIPMENT 


Office Methods, Equipment, Personnel, and Purchasing 


APROPOS of our cover picture this 
month, symbolic of the concentration 
of offices around the nation’s great 
financial center at Broad and Wall 
Streets, does this famous section of 
downtown New York still claim to have 
the best-dressed office people? There 
have been rumors that this honor has 
moved uptown, to the Rockefeller Cen- 
ter-Madison Avenue advertising agency 
and publishing territory, but we are 
not yet prepared to confirm or deny 
this. Once upon a time, before war 
wrought so many changes. the chal- 
lenge to Broad and Wall’s leadership 
in dress came only from London, from 
the denizens of the City—and only 
from the males therein. 


Be all that as it may, it is the office 
woman rather than the office man who 
knows how to dress for comfort as 
well as appearance. Once again the 
season is at hand when this truth is 
particularly impressed on us. The cool 
stenographer and her perspiring boss 
are so much a part of the Summer of- 
fice picture that nobody seems ever to 
wonder at it. 


What unwritten law is there which 
sets a double standard for men and 
women in this matter of dress? Why 
should a man feel uneasy about being 
comfortably dressed for work in hot 
weather, while a woman merely ac- 
cepts the heat as a challenge to look 
more glamorous than usual? 


Member of Audit 


Bureau of Circulations 


Member of 
Associated Business Papers 


M. A. Geyer, President; Donald McAllister, 
Vice-President and General Manager; Thomas 
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Mm 
N. O W, BOOKS AND BOOKLETS 
Techniques of Systems and Proce- 
MAKE OFFSET PLATES dures, a practical handbook on office 
systems, is written by H. John Ross, 
past-president of the New York chap- 
IN YOUR OFFICE ter of the Systems and Procedures 
Association of America, and it is the 
only published work “devoted exclu- 
sively to this specialized field.” 
a A valuable property for executives, 
e * controllers, office managers, clerical 
supervisors and management consult- 
ants, the book has more than 350 pages 
of plain talk and over seventy pages of 
illustrative material included. 

It tells how to do the following: 
make a clerical survey; analyze clerical 
operations; design forms and make 
process and procedure charts; simplify 

e systems; apply motion analysis, and 
with many others. 

The author has written numerous 
articles on office management and 
systems, has managed the systems and 
procedures department of one of 

PHOTO SPEED PLASTIPLATE Kinccs urpacprto” a 
: holds a lectureship in management at 
the University of Miami. 
A new and truly revolutionary photo-offset dupli- The mage. sete Zn ng peat 
: p rom the ce RKesearc nstitute, 
cating plate development by Remington Rand... | P. O. Box 4099, Miami, Fla. 
Photospeed Plastiplates permit greater speed in a 
let . ole Newly off the press are two valuable tro 
plate processing. P S PH booklets, the NOMA Bibliography for Bre 
Costly chemicals and time-consuming handicaps LASTIPHOTER— te i cigg: pci age 
are eliminated. There’s no developing ink or gum the Plate-Maker Standards for Beginning Office Jobs, ~ 
. a ‘ A both issued by the National Office i 
arabic...no mixing of chemicals...nopre-etching, 4 sensational device that | Management Association, 132 West abi 
counter etching and whirling. Photospeed Plasti- produces photo-offset migeog on lige ag one — 
; ; : ree to members, the former is price 
plates combine greater speed, convenience, qual- omg _ ese ver at $1, the latter at $2 for non-members. 
: ‘ ing. ime-saver ... low- He ee 
ity long runs, more economy and ease of handling. priced... cuts plate mak- | . . = ones edition of the ep 
; ing cout tn ball, is the sixth in a series and contains * 
There’s no need to send out for plates and waste a classified compilation of selected pl 
valuable time waiting for them. Now you cin 4 booklet fully describing. | cesta tele, amd, teria | fy 
make photo-offset duplicating plates right in your the Plastiphoter is yours | publications and leading Canadian = 
for the asking. Just phone American magazines. A limited list 0 a 
own office...and make them faster! pol panic oh ston | books is also included. 3 
FREE — TT a ; ; Rand office or use coupon. m Items _ been ng ees se 
— To prove otospeed’s superior- . y general types. or example, one 
ity we will send you 3 free plates section of the 15-page booklet is de- Re 
foe trial. voted to articles in NOMA publications a 
exclusively. Another section lists ref- 
erences to books only. This practice 
makes it possible for the user to se- 
e ae ‘A lect the general type of material de- 
; sired and then proceed directly to it. 
Business Machines & Supplies Division, Room 1628, 315 Fourth Ave., New York 10 The 16-page Vocational Requirements 
booklet attempts to present in as clear 
My duplicator is a a way as possible the data accumulated 
Model No. Send me 3 free Photospeed Plastiplates Ciisdiied Geuvuas pg ngs 
(0 1 am interested in the PLASTIPHOTER. Please send the booklet describing it. to outline some of the suggested 
Name. standards for beginning jobs developed 
i by NOMA’s committee on this survey. 
Firm These booklets can be obtained di- 
Address rect from the Association at the ad- 
City ee aie dress given above. 
Copyright 1950 by Remington Rand Inc. — (To page 8) 
6 OFFICE MANAGEMENT AND EQUIPMENT June, 1950 J 


7 a - sills MMR oS en ne Saige tires i felt NE is et ies a 
7 i ata “Wp Beantes a “i a he — P Se Soe % eG ae GE es 
2 E Se is are he ae | 7 oe -_ : -_ tig 4 = ae ae wi Sad eo = Sie aap 
. = es ee Oe os Sie BS... ye es ae f i 3 as i) Ow 5: ad ee 
a dl 
BE. 
: 
: 4 
e 
s, - 
ee | 
", B.. — 
: oe 
és / § 
alot t= 
i 
a ; Pa rn 
Be . ‘ 
, = 
7 an 
oT 
: 
1g 
< a 
a 
= = 
Uy j 
a 
: 4 
‘aaa 4 
ie ; - 
“4 a phe 
s <3 fe 
: > i 
ad 
tees! “Ne 
™ i . 
AA 
oe . * 
‘: We > 
ae 
wits 
re, ma q 
Be a 
wees 4 
7 vo! a 
| tte 
Sie atl 
e ie A * 
a“ 
{ 
a 
‘a ri i 
ae q 
. Devi 4 
i. 
te En : 
: = 
ual - i. i 
es @ 
coo 
ie on ee. 
eee 
a 
: 1 
| a 
ape 
ail 
~ 
a ll 
ie oY 
= os ae 
pF 
Ls 
ore a a 2 SE Se a : a ei d ; i ; a Se 
a - ae 4-, 7 : \ - “= GS x ae 
ta ; a a. ed ee ; . , Bas nr — - — 


oO it. 
rents 
clear 
lated 
ional 

and 
ested 
oped 
rvey: 
1 di- 
- ad- 


50 


“We reduce sales-training time 


...increase selling efficiency ... with 


AUDOGRAPH 


cays WA 


@ “Thanks to the Aupocrarn Elec- 
tronic Soundwriter,” says Mr. Frank 
Brennan, New York Reservations Man- 
ager for TWA, “‘we are able to provide 
intensive sales training and, as a result, 
greatly increase the individual sales 
ability of the trainee!” 


@ Selling flight tickets by phone is quite an accom- 
plishment. Its success rests squarely on the selling 
ability of the reservations agent. 

TWA develops sales efficiency by using simulated 
passenger inquiries ... and the AupocrapH Electronic 
Soundwriter. These two-way conversations pinpoint 
selling faults, correct them... speed up training time. 
Result: increased selling efficiency and better sales 
performance at all times. 


Trans World Airlines, Sales Training Division 


+a eeu tee, vada $5 co Guavesorase 


st 
vans: 27M dc easeragde 
aa Bo, 250g 


sa 
’ 5 
~ 


oe 


f 


pavgrageset 
. 


"F 


AtmEeas 
an 


AuDOGRAPH provides this same efficiency for all types 
of business—large or small. Discover how, with 
AUDOGRAPH at your elbow, your own personal and office 
efficiency and output are stepped up instantly. Get the 
full facts, today. Just use the coupon, or phone your 
nearest AUDOGRAPH dealer. He’s in your local Classified 
Telephone Directory. 

Made by The Gray Manufacturing Company—estab- 
lished in 1891 —originators of the Telephone Pay Station. 


SAU OOGRAPH 


ELECTRONIC 
SOUNDWRITER 


oa THE GRAY MANUFACTURING COMPANY, HARTFORD 1, CONNECTICUT 


AUDOGRAPH sales and service in 180 principal 
cities of the U.S. See your Classified Telephone 
Directory. Canada: Northern Electric Company, Ltd., 
sole authorized agents for the Dominion. Overseas: 
Westrex Corporation (affiliate of Western Electric 
Export Corporation) in 53 foreign countries. 


@ Street... eee Sunicid 
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WOULD 


FIRE’ INSURANCE’ 
ALONE KEEP YO 
IN BUSINE:, D4. 


Figures prove that in spite 

of fire insurance, 43 out of 
every 100 firms that lose 
their records by fire never 
reopen their doors. 


Could your business go 
on without its accounts 
receivable, tax records, 
contracts, deeds and other 
irreplaceable records? 
Without them, how could 
you prepare the proof- 
of-loss required within 60 
days to collect fully on your 
fire insurance? 


You can protect your business records against fire... 


by keeping your records in a 


Mosler “A” Label Record Safe. 


The“ A” label of the Under- 


writers’ Laboratories, Inc. on 


a Mosler Record Safe is 


Mosler Record Safe 
bearing the Underwriters’ 


Laboratories, Inc. “A” label, 
ae ~ resistive chest inside 
optional, giving protection 
against fire and burglary. 


your assurance that it has passed their rigid 4-hour 
fire, impact and explosion tests...that it will 
fully protect your records and your business. 


Remember . . 
fires occur in fireproof buildings. Check your safe 
now! If it’s not a modern safe...if it does not 
carry the Underwriters’ label, you cannot 
rely on it to safeguard your records...the 
heart of your business. 


. Some of the most disastrous 


sf 


Ws 
OG, 


ge Mosler Safe c....... 


rmoo-—— Fill OUT AND MAIL TODAY! —-———-~ 


Main Office and Showroom 
320 Fifth Avenue, New York 1, N.Y. 


Dealers in principal cities - Factories: Hamilton, Ohio 
Largest Builders of Safes and Vaults in the World 


| THE MOSLER SAFE CO., Dept. M 

| 320 Fifth Ave., New York 1, N. Y. 

' Please send me: 

| O The The free booklet, “What You Should Know 
j O The name of my nearest Mosler Dealer. 

t Name. 

| Firm. 

| Addr 

ee aa 
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Your Lighting Simplified, a booklet 
published by the Edwin F. Guth Co, 
2615 Washington Ave., St. Louis, Mo,, 
contains some helpful information for 
the prospective lighting buyer. 

Its purpose is two-fold. First, it is 
a Buyers” Guide and marks the guide 
posts for proper selection and pur- 
chase of lighing: equipment. Secondly, 
it outlines a new type of lighting sys- 
tem, one that makes fluorescent light- 
ing easy to own and live with. 


Plexoline—Imagination at Work, a 
colorful booklet which covers installa- 
tion ideas and descriptive information 
on the basic units of Plexoline, is 
available by writing Day-Brite-Light- 
ing, Inc., Dept. G, 5408 Bulwer Ave., 
St. Louis, Mo. 

No longer limited by straight lines 
and right angles, an architect can now 
use curves and angles of any degree to 
accomplish a lighting effect, because 
Plexoline is a complete system that can 
be used to form networks of slimline 
and fluorescent illumination. 

The entire system is graphically de- 
scribed in the free booklet. 


Invention, Inc., Munsey' Bldg, 
Washington, D. C., which has fur- 
nished patent reporting services to 
manufacturers and their patent attor- 
neys since 1937, has published a folder 
entitled “Telling the Age of a United 
States Patent.” 

The folder lists the number of each 
patent, reissue, design and trademark 
granted at the beginning of each cal- 
endar year from 1836 to date. 

Anyone wishing a copy of this inter- 
esting folder may have one without 
obligation by writing on business let- 
terhead to the patent reporting divi- 
sion of the company at the address 
above. 


Pitney-Bowes, Inc., Stamford, Conn., 
manufacturers of postage mailing ma- 
chines, has available free on request, 
a booklet entitled “How to Cut Down 
Your Office Overhead.” 

It is a straight-forward discussion 
of how this overhead can be cut down 
through the use of Metered Mail and 
a postage meter, eliminating the waste 
and loss caused by old-fashioned ad- 
hesive postage, and releasing workers 
for more important duties by doing 
away with hand-operations in sending 
out mail. 


Art Metal Construction Co., James- 
town, N. Y., manufacturers of steel 
office furniture, has produced a four- 
page pamphlet on their new El Units, 
flexible L-shaped desk furniture which 
was originally developed by E. I. du 
Pont de Nemours & Co. to conserve 
office space and at the same time as- 
sure privacy in otherwise “open” office 
areas. The furniture is now being 
manufactured by Art Metal under a 
license from du Pont. 

The pamphlet and prices may be 
obtained from Art Metal direct. 


(To page 14) 
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she the conference 
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= report by noon... 
now t 
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use use our 
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line - li + | 
e uplicator! 
idg., 
fur- 
to ? 
saad When you need multiple copies of important confer- 
ited ence reports in a hurry—or sales letters, bulletins, price 
j lists and similar messages—use your duplicator. With the 
-ach help of Hammermill Duplicator paper, your secretary can 
1ark do the whole job in only a short time. Only one typing, 
cal- one checking is necessary—for, on Hammermill Duplica- 
tor, every copy will be clear, accurate, easy to read. 
we Hammermill Dupli- 
let- cator works equally well 
divi- on either spirit or gela- 
ress tin machines— provides 
a choice of clean, bright 
white and six attractive 
nn, colors. And, for atten- 
ma- tion - getting mailings, 
uest, m there are available 
own = matching colors of 
; > Hammermill Bond d 
_ Envelopes. . 
own ‘ 
and 
aste 
a 100-SHEET TEST 
oing PACKET OF HAMMERMILL 
ding Look for the watermark... DUPLICATOR 
it is Hammermill’s with Masier Paper Samples. Send coupon now! 
word of honor to the public 
mes- 
steel ———— Ee eT eee —- 
our- | a | 
nits Hammermill Paper Company, | 
hich | 1471 East Lake Road, Erie, Pennsylvania 
. du | Please send me — FREE—the 100-sheet Test Packet of | 
erve | Hammermill Duplicator with Master Paper samples and a | 
t as- | sample book. (Check here 0 if you’d like a copy of ‘‘Dupli- 
»ftice PLI : A | O | cator Facts.”) ] 
eing | 
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TIN MACHIN 
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This new National “Class 31” is the answer 
to the long-expressed desires of accountants, 
business men, bankers, and others for an ac- 
counting machine that would do more things 
automatically, thus saving more effort, saving 
more time, and further reducing costs. 

It represents many years of experience and 
research, and the investment of millions of 
dollars. It is the last word in mechanized 
accounting. 

Never before has one accounting machine 
combined so many time-and-money-saving 


< fe: 


features—or made possible so many profit- 
making by-products of posting. 

The 5 features listed below are but a few of 
the many outstanding advantages. They are 
examples to give you some idea of the new 
heights of achievement that have been reached 
in this newest National Accounting Machine. 

But only by an actual demonstration, applied 
to your own work, can you realize how this 
machine of TOMORROW will improve your 
accounting methods TODAY—whatever your 
business or your accounting problems. 


A FEW OF ITS MANY OUTSTANDING ADVANTAGES 


1. Automatic selection and control of more 
than 70 functions by arrangement of the posting 
control bars. 


2. Simultaneously adds and subtracts—or 
transfers balances—into any combination of 
totals. 


3. Instant, positive correction—in a single 
operation—of amounts entered in error in any 


combination of totals. 


4. Electrified typewriter keyboard — faster, 
smoother, easier operation . . . uniform im- 
pressions on multiple copies . . . permits de- 
scription whenever desired. 


5. Fluid-drive carriage — travels in either 
direction, smoothly, at uniform speed. 


These—and many other time-and-money-saving features never before com- 
bined on one accounting machine—will give you amazing cost-cutting and 


profit-building benefits. See TOMORROW’S accounting machine TODAY! 
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Get the FREE 20-page booklet, “How 
to Save Money on Your Accounting,” 
from your local National representa- 
tive, or write to the Company at 
Dayton 9, Ohio. 


ACCOUNTING MACHINES 
CASH REGISTERS © ADDING MACHINES 


me ational cast REGISTER company, DAYTON 9, oni Nalional i 
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‘Look what theyive done 
with the Filing Cabinet 


NO WONDER THEY CALL IT ““‘ROBOT-FILER”’ van when a. Gener % cong 


med full the perfect filing “V' 
is there. No jamming or tug 
ging to get papers in and ou 


This Robot cabinet knows I al- 
ways need “V” space for filing. 
The instant I open the drawer the 
front tilts forward and the back 
leans back .. . automatically. 


ES Sete Peter: 


The “V” is important because it 
lets us use the full 26” depth of 
the drawer. We need fewer filing 
cabinets...get more elbow room. 


Papers don’t get buried and “lost” —I 
find everything quick as a wink. No 


wonder the boss is Robot-Filer happy! 


Sure I’m happy! If Robot-Filers save 
only 20% on filing time—and that’s con- 
servative—they'll pay for themselves 
while they’re still new. And we aren't 
going to have our past expense of train- 
ing and replacing dissatisfied filing girls. 
Nothing I could buy in office equipment 
will pay for itself so surely. 
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FREE folder explodes many old accepted 
ideas on filing—tells you how to simplify 
and save with 3, 4 or 5 drawer ROBOT- 
FILERS. Just phone your local Remington 
Rand office or write Management Controls 
Reference Library, Room 1328, 315 
Fourth Avenue, New York 10, N. Y. 


AND FOR ANY OTHER FILING NEED... 


o 
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Conventional filing cabinets, too? Yes, Remington Rand 
makes them all — all sizes, all types, plus card files and 
map-and-plan units. And in the famous Aristocrat line, 
substitute drawers are available for unusual filing needs. 


1950 


to 
9¢r 


To protect vital papers from fire, use 
Remington Rand Certified Safe-Files. 
Remember, ordinary steel files act as 
ovens — often char contents before 
the first fire engine even arrives. 
Safe-Files are available to withstand 
severe fire and protect records for 
periods of one-half or one hour. 


When if comes fo filing... 


Flemington. Freand 
MANAGEMENT CONTROLS DIVISION 
315 Fourth Avenue, New York 10, N.Y. 


June, 1950 


If your office is average you're carry- 
ing 65% “dead weight” in your files 
—papers that should be transferred to 
inactive status. Let our Analysis and 
installation Service show you how to 
save up to $27 per year per cabinet 
...and demonstrate filing systems 
that cut errors and speed reference. 


to recommend anything but . 
the right machines and systems. / 


100 drawers of papers ‘“‘filed” in one drawer 
of our humidified film cabinet! It’s easy, eco- 
nomical, when you microfilm with Film-a-Record. 
Reference to any record is unbelievably fast, 
thanks to exclusive Microdex indexing and the 
Film-a-Record Reader-Desk. View any record, 
or reproduce it, in full size, any time you wish. 


ae 


For your needs 
we have no reason 


We make them all 


Copyright 1950 by Remington Rand Inc, 
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Where does CRESTLINE belong? . . . 


Up front of course . . . in foyer, reception room, private offices 
or general offices . . . for this file is truly a beautiful piece of 
office furniture. Thus CRESTLINE Files make valuable floor 
space pay double dividends . . . and give you the unequalled 
advantages of quiet GLIDERBALL SUSPENSIONS, FULL 
USE EXTENSION, concealed SINGLE TOUCH LATCH 
and LIFETIME STEEL CONSTRUCTION. 


CRESTLINE Files belong at the top of every buyer’s list! 


SULINE 


9401 CRESTLINE Letter File 


SECURITY STEEL EQUIPMENT CORP., AVENEL, N. J. 


(From page 8) 


A new, 22-page booklet, Lumite 
Woven Fabrics has been published 
by the Lumite Division of Chicopee 
Mfg. Corp., 40 Worth St., New York, 
and can be obtained from them. 


Designed primarily to supply tech- 
nical information about Lumite prod- 
ucts to manufacturers who may be 
able to use the new plastic woven 
fabrics in their products or produc- 
tion processes, the booklet offers a 
most comprehensive presentation. 


One section gives a brief history of 
Chicopee; another covers saran, of 
which most Lumite fabrics are woven, 
and includes a description of gener- 
al properties, extrusion, orientation, 
shrinkage, chemical properties, and 
strength and yield. 


Another section covers fabrication 
with special features of cutting, sew- 
ing, adhesive edge sealing, and high 
frequency sealing. 


CATALOGS 


Catalog No. 606 which lists, describes 
and illustrates the Nepcoduct steel 
underflocr electrical raceway system 
for either new construction or modern- 
ization of office buildings and other 
commercial structures, has been pre- 
pared by the National Electric Prod- 
ucts Corp., Chamber of Commerce 
Bldg., Pittsburgh. 


Printed in four colors, the 36-page 
catalog provides a complete suggested 
specification for a floor electrical dis- 
tribution system. A typical Nepcoduct 
floor plan layout is also shown. 


Other pages are devoted to draw- 
ings, specifications and photographs of 
the component parts of the system; 
the steel duct, hand-hole and junction 
boxes, duct saddle supports, elbows, 
outlets and service fittings. 


Roughing-in dimensions are pro- 
vided, as are catalog numbers of all 
materials used in constructing a Nep- 
coduct underfloor wiring system. 
Photographs of many installations in 
various stages of completion occupy 
four pages. 


Copies of this catalog may be ob- 
tained by writing to the company 
direct. 


LAMP BULB DEODORIZES! 


The fresh, clean smell which pre- 
vails out of doors during an electrical 
storm is being reproduced on a small 
scale by means of a small lamp bulb 
being introduced by the General Elec- 
tric Co., Nela Park, Cleveland. 

Ozone, a form of oxygen, is the sub- 
stance created by nature which has the 
effect of neutralizing many objectional 
odors, according to G-E engineers. 
Now it is produced at the flick of a 
switch by a new, four-watt lamp which 
is designed to dispel unwanted odors. 
The bulb is expected to find wide use 
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| 
| 4 MARK OF PROGRESS! ; 
i 
. -GUIDE YOUR BUYERS TO SALES! 
‘h 
WHAT? 
ma «6 THE NATIONAL BUSINESS SHOW, 
operated by a non-profit association 
j interested in promoting efficient 
m management through the office. 
iL 
r | WHEN? | October 23 through October 28 
d THE NATIONAL BUSINESS SHOW 
. sales results over the years since 1904 
have established October as 
- the prime buying time of the year. 
WHERE? ra 
mas Grand Central Palace—New York City 
rf THE NATIONAL BUSINESS SHOW 
D- demands the best exposition facilities 
a and chooses Grand Central Palace in 
ny NEW YORK CITY 
* The Business Capital of the World 
Ly Ff P 
al 
“ Phone, Wire or Write 
c- RUDOLPH LANG, MANAGING DIRECTOR 
b- 
; NATIONAL BUSINESS SHOW 
a 
. 33 WEST 42nd STREET, NEW YORK 18, N. Y. 
ch PENNSYLVANIA 6-6760 
se The Office Executives Association of New York, Inc. 
” June, 1950 OFFICE MANAGEMENT AND EQUIPMENT 15 
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CRISIS in 


WHY DID YOU LET US 
RUN OUT OF ECCENTRIC 


(No. 4) 


BALL BEARINGS? 


oat 
« 


the AWFUSS™ 


"CAUSE WE AIN'T GOT 
BELLS AND WHISTLES ON 
OUR STOCK RECORDS! 


*An awfuss is a place where business is misconducted 


Your business—EVERY BUSINESS has certain records needing 
repeated and instantaneous reference—often néeding “whistles and 
bells” to call attention to special information or special action. 

For such records the Globe-Wernicke Visible Reference Record 
equipment gives EYE-QUICK information! Signals special condi- 


tions! Flashes credit information, 
routing details, sales assign- 
ments, periodic stock require- 
ments, regular call dates, and 
other wanted facts—AT A 
GLANCE! 


It serves information desks, 
switchboards, delivery routes— 
any quick-information point in 
any business. 

Available in l-line and 2-line 
references; frames of three 
widths and two capacities. 
Your service-minded Globe- 
Wernicke dealer will gladly give 
you complete information and 
prices. Find him listed in your 


classified telephone directory se. 


under “Office Equipment and 


Furniture.” 


G-W Rotary Visible Reference 
Record, up to 10,000 items; 
other types for wall or desk 


Another Globe-Wernicke 


product to speed up business 
and cut costs. 


Engineering Specialists in 


Office Equipment, Systems 
and Visible Records 


OFFICE MANAGEMENT AND EQUIPMENT 


Saf 


Cincinnati 12, Ohio 


in offices and other working areas, as 
well as in employee rest rooms. The 
lamps are seen as having additional 
advantages in ventilating and air con- 
ditioning units. 

A glass ball less than 1%4-inches in 
diameter, the lamp bulb gives off the 
just barely noticeable concentrations of 
ozone. It operates on house current 
and is used with a ballast in a simple 
fixture which allows the free escape of 
ozone, but shields the eyes from the 
ultra-violet energy generated by the 
lamp. 


A 20-page catalog on their Fore- 
most line of steel desks has been 
issued by Remington Rand, Inc., 315 
Fourth Ave., New York. It is desig- 
nated as form 35-H-4, and is available 
from the company. 

Fully illustrated, the catalog shows 
the many new details that have gone 
into the new desks. These include in- 
terchangeable tops and_ pedestals; 
elimination of “dead space”; reduc- 
tion of depth, thus permitting the 
placing of four desks in space former- 
ly used for three; linoleum tops, and 
many others. 


A descriptive catalog of available 
films and related aids on human rela- 
tions and supervisory practices has 
been prepared by Film Research Asso- 
ciates, 135 West 52nd St., New York, 
priced to non-members of the organiza- 
tion at $1.50. Members receive it free. 

Besides listing details on 144 syndi- 
cated and special-purpose audio-visual 
training aids, this “Guide to Motion 
Pictures, Slidefilms and Recordings for 
Improving Human Relations and 
Supervisory Techniques,’ contains a 
preface on effective use of audio-visual 
methods by Dr. Louis S. Goodman, 
FRA’s executive director. 

Among the aids described are Role 
Playing in Human Relations Training 
(motion picture), demonstrating the 
wide application of this technique; 
Measuring Executive Values (sound 
slidefilm), analyzing the executive's 
ability to delegate detail and best or- 
ganize his time; and How to Handle 
a Grievance (recording), presenting 
the necessity of gathering all the facts 
before taking any action. 


TYPEWRITER ELECTRIFICATON 


Businessmen and typists who see 
the recently released movie, “Keys To 
Electri-conomy” produced by Reming- 
ton-Rand, Inc., 315 Fourth Ave., New 
York, will perhaps appreciate the pre- 
diction that “most office typewriters 
will be electrified dramatically sooner 
than the businessman thinks.” 

As this visual aid to typewriter utili- 
zation shows, 1949-50 all-purpose elec- 
tric typewriters answer the problem 
of electric versus manual typing with 
typing station production increases of 
10, 20, and even 50 per cent. 

Scenes from the motion picture 
demonstrate how the sponsor’s new 


(To page 20) 
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In your next order, don’t 


forget to include B&P Spiral 


Wire Bound Columnar 


Pads, Stenographer’s Note 


Books and Memo Books, 


Penny for Penny and Dollars 


for Dollar, their quality 
can’t be matched. Round 
your Standard line with 


B&P Spiral Wire Bound. .. | 


Ask to see the new Spiral 
Wire Bound Composition Books, 


Columner Pod 


COLUMNAR PADS 


See Page 199, 4900-W Line, Catalog No. 49 


STENOGRAPHER’S NOTE BOOKS 
See Page 231, Catalog No. 49 


NEW, POPULAR PRICED 


SPIRAL PRESS BOARD MEMOS 


NO. 
6143-W 
6144-W 
6145-W 
6146-W 


Fully wrapped and labeled in dozen, 6 dozen to carton. 


SIZE 
5 x 3 side open 
3 x 5 end open 
5x 4 side open 
4x 6 end open 


LEAVES 


72 
72 
60 
60 


RULING 


Faint 
Faint 
Faint 


Faint 


Chicege 
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. Gener 
Boston 10; 80 Sum St. © St. Lowis 2: 115 Se. Bth Sr. * Chicoge 
New 


1a! Offices, 84 Hudson Ave., Brooklyn 1, N.Y. 


7. 310 W. Potk $1, 
York City Solesroom: 349 Broodwoy, New York 13 . 
$s se dise Mart Plaze, Chicege 54 
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A Sea Story 
Proving That 


S. G. Adams Company 
St. Louis 1, Missouri 
Gentlemen: 


last order, 
come to light. 
a sad experience. 
while at sea heav 
official announcement wa 


parcel po 
were washed over 
up the remains an 
able items—as shown by 


ACCOPRES 
CAN TAKE oom BINDERS 


It left the 
y storms damage 


st mail became wa 
board and lost at sea. 


d the Postal Syst 


14 February 1950 


ng the shipping status of my 
©” of hazards of the sea has 
delivered today after 
December 1949, but 
An 


made over 


tersoaked and 40 bags of mail 
Other ships 
em re-wrapped all identifi- 
I’ve enclosed for 


the wrappers which 
elivered my stuff today. 


your information—and d 


all of 


As to the damaged conditions, 


ers were well soaked by salt water 


warped items under weights 
nts are necessary. 


the Accopress Bind- 
; however, I placed the 
and all are serviceable — no 


replaceme 


I hope this 
started 


A, enthusiastic Acco de j 

yaa above letter from ‘say osey te 

— EP ey you already know that 

oe : a are made to render service 

‘rape yond the call of duty”, but 
e is evidence that others know it, too. 


eACCO PRODUCTS, 


RIVERSIDE DRIVE 


I . 
n Canada: Acco Canadian Co., Ltd., Toronto 


after shipment; 
promptness in han 


eaches you before you get a tracer 


many thanks for your courtesy and 


dling my orders. 


letter r 


Sincerely yours, 


(Name on Request) 


Accopress Binde 
; . rs are two-pi 

a, with Acco Fasteners “~y bindine., 
Thee an estuhnoging of all office ae 
a Gan ses ee os They 

‘ >» stac at. . . 

available in five entens Pia toons and are 
capacities. any sizes and 


Ime. 
OGDENSBURG, N. Y. 
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Now in A Celt Stl ehtelmee 


THE FIRST REALLY ORIGINAL ADVANCE IN COMMERCIAL FURNITURE IN A DECADE! 


More beautiful than ever . 


ency in distinctive office and 
still further enhanced! 


More durable, too. That’s the beautiful part of it. 
RoyALCHROME’S new Custom-Satin Chrome Finish actu- 
ally protects its own beauty! Makes it last longer as it stays 


smarter. 


Upholstered Super-TufTex leatherette, Top 
Grain Genuine Leather, Medium Buff Leath- 
er or magic Royalon (100% Nylon) material 


ROYAL METAL MANUFACTURING COMPANY 


175G NORTH MICHIGAN AVENUE + CHICAGO 1 


MICHIGAN CITY, INDIANA 
June, 1950 


.. the new satin-like luster and * 
cleanline simplicity of design offered by Royatcurome. It’s 
Royal’s familiar assurance of comfort, prestige and effici- 


See it... where you see 
the Emblem of your Au- 


: y thorized Royal Dealer. 
reception room furniture... 


* NEW YORK CITY * LOS ANGELES + PRESTON, ONTARIO 
OFFICE MANAGEMENT AND EQUIPMENT 
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Electri-conomy Test enables the busi- 
nessman to evaluate electric typewrit- 
ers in his own office before he invests 
in any one machine. 

The 27-minute, 16mm sound film is 
available free from any Remington- 
Rand office. The company will also 
provide operator, film and projector 
when requested to do so. 


NEW WAY TO PUBLISH 
CATALOGS 


‘A new means for high-speed, low-cost 
: production of printed directories, cata- 
#4 7 logs and lists of many kinds has re- 
cently been placed on the market by 
Remington Rand, Inc., 315 Fourth 
Ave., New York. ; 
Called Flexoprint, the new system is 
this: listings are typed on the margins 
of specially die-cut cards, which are 
then proofread and attached to metal 
panels so that only the typed, over- 
lapping margin of each card is visible. 


Changes, the major cost factor in list 
maintenance, are accomplished simply 
by adding or deleting cards. At publi- 
cation time the panels, each represent- 
ing a page, are locked up and repro- 
duced either by photolithography and 
offset printing or by photoengraving 
and letterpress. Any typewriter that is 
equipped with a carbon and ribbon and 
a suitable card-holding device may be 
used. 

A handsome 24-page booklet, intro- 
ducing Flexoprint and explaining all 
phases of its use with a detailed text 
and numerous color illustrations, has 
been published by the company. 
Identified as booklet KD-499, it may 
be obtained at the company’s home of- 
fice or at any branch office. 


RECORDS MANAGEMENT 
TRAINING 


A program of training in business 
records’ management—the first of its 


Pay by cash? 


Are you wv 
using the most 
efficient envelope? 


Pay by Check? 


¥.. 


For each and every business, there’s a best-of-all kind of payroll 
envelope. Trick is to be sure you’ve found it. Perhaps it’s the 
one you're now using — perhaps not. U.S. E. makes literally 
hundreds of special types to fit systems and situations — also 
4 stock, printed form, open-end styles for cash payrolls, and 4 
standard open-side types for check payrolls. U.S.E.’s fifty years 


of experience in making payroll envelopes (as well as all other 


types) for American business is at your disposal — through your 
printer or paper merchant. Ask him to show you the new sample 
set of Payroll Specimen Envelopes just issued by U.S.E. 


+ UNITED STATES ENVELOPE COMPANY 


Use Divisions from Coast to Coast 
SPRINGFIELD 2, MASSACHUSETTS 


| 
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kind ever conducted—has begun in 
New York under the auspices of the 
National Records Management Coun- 
cil, a non-profit organization estab- 
lished in 1947 to service American 
industry in the management and pres- 
ervation of business records. Begun 
with a grant of $35,000 from the Rocke- 
feller Foundation, the Council is main- 
tained by contributions from cooperat- 
ing universities and by business com- 
panies interested in solving the records 
problem. 

As a memorial to the late Dr. R. D. 
W. Connor, first archivist of the United 
States, who died recently, the execu- 
tive committee of the Council has 
established fellowships in business rec- 
ords management. According to Em- 
mett J. Leahy, executive director, the 
first three fellows to be trained under 
the program have been selected—one 
from the Federal government, and two 
former G.I.’s who are graduates of 
schools of business administration at 
Denver and New York University, re- 
spectively. Additional fellowships will 
be granted, Mr. Leahy said, probably as 
many as a score in the next two years. 

The training program will be clinical 
in nature, and will consist of assign- 
ments at the new midtown branch of 
the Business Archives Center, 337 
West 27th St., New York, and in es- 
tablished company records centers, 
where the trainees will assist senior 
Council staff members in the actual 
evaluation, control, disposal and pres- 
ervation of business records. 

“In New York as in every other 
major city,” Mr. Leahy explained, 
“offices and warehouses are crammed 
with file cabinets, transfer boxes and 
other containers filled with documents, 
invoices, carbon copies of letters and 
other records of past years. This ac- 
cumulation of papers—some essential, 
still more that are unimportant, plus 
uncounted reams of pure wastepaper— 
places an enormous financial burden 
upon industry. 

“The new science of records manage- 
ment, as we are proving at the Center 
every day, makes it possible to reduce 
this cost as much as 90 per cent. It 
costs the average company $38 or more 
a year to maintain one file cabinet 
filled with records, as against two to 
seven dollars in the Center. The sav- 
ing, which is 75 per cent more than is 
gained through microfilming, becomes 
all the more important when viewed 
against the fact, established through 
Council studies, that the average file 
or drawer of records in storage is con- 
sulted only once every two and one- 
half years.” 

Under the fellowship program, train- 
ees receive grants of $600 to $1,500 
each for a _ three-months’ screening 
period, after which those who qualify 
will receive expanded grants of >2.5u0 
to $5,000 for a full year, the amount to 
depend upon age, experience, and mari- 
tal status of the individual trainee. 

“Under the Council's fellowship pro- 
gram,” Mr. Leahy said, “the trainees 
selected will learn through actual ex- 
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Before Jim Harris became president he 


can pull right up and go to work without 


ind learned the terrific value of other men’s wasting a minute. And second, it is a con- 
‘al ideas. He learned to use other men's minds stant reminder . . . a reminder that the real 
in group thinking—for their good and the purpose of a big desk is to give all your men 
len good of the company. room to put their ideas on it.” 

ge- When we showed him the “Yand E” Con- Your needs may be like Jim Harris’—or quite 


ference Top desk he looked it over care- 
fully. Finally he said, “That is for me—and 
it is for every one of our officers. It is won- 


derful . . . for two reasons: First, a group 


For pictures of “Y and E” steel 
office equipment, write for book- 
let No. 4002-487. There is a “Y 
and E” representative in your 
community. Call him for help in 
planning an effective office. 


different. ‘"Y and E” makes office equipment 
of all types that can help you make your 
office more effective. For complete informa- 
tion call your local “Y and E” representative. 


Also Makers of Quality Filing Systems and Supplies 


“Oge 


1045 JAY STREET - ROCHESTER 3,N.Y., U.S.A. 
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@ MINIMUM UPKEEP 
© MAXIMUM SAVINGS 


THE BEST YOUR MONEY CAN BUY 


Designed for small and medium 
size payrolls—priced low enough 
so any business can afford one — 
yet it has the rugged construc- 
tion and important features of 
the larger Stromberg models. 
Pays for itself, in savings, usu- 
ally in less than a year and gives 
many years of faithful service. 


Features 


© K-real In-and-Out Recorder 

© Finger-tip operation 

© Sure-fire printing 

© Top quality construction 

© Service tested for long life 

© Electrically operated 

© Guaranteed for one year 

If you are losing 25 minutes a 
day in time, waste, lateness or 
errors, you are losing at least 
$100 a year that could be saved. 


SEE IT BEFORE YOU BUY 
ANY RECORDER 


Call our local representative or re- 
turn the coupon below for a FREE 
demonstration, no obligation. 


ROMBERG TIME CORPORATION 
Subsidiary of General Time Corporation 


109 LAFAYETTE st. fd new YORK 13, W. Y. 


TIME RECORDERS + TIME STAMPS 
JOB RECORDERS + CLOCK SYSTEMS 


CI Show me your model 14 Recorder, 


without any obligation. 
OC Send me information about other 
Time Recording equipment. 


City, Zone, State. 


ez A 
a? 


perience with company records how to 
distinguish among categories governed 
as they are by operational needs, Fed- 
eral and State regulations, tested prac- 
tices of comparable companies, re- 
search and other requirements, many 
of them peculiar to particular industries 
—so that they can adequately assume 
the responsibilities of records man- 
agement specialists, including the set- 
ting up and administration of a com- 
pany records center, upon completion 
of their training.” 


TESTING STENOGRAPHERS' 
APTITUDES 


How can the shorthand teacher or 
trainer diagnose the trouble that is 
keeping her slow students back? Since 
the slow student tends to hold the en- 
tire class back, the question is impor- 
tant but difficult to answer because of 
the number of factors involved. 


One solution may be a test which 
lays out five significant areas in ste- 
nography and measures the student’s 
aptitude in each. They are speed, 
word discrimination (ability to recog- 
nize a word by its context) phonetic 
spelling, vocabulary, and ability to re- 
tain a newly dictated phrase while 
writing the previous one. The test 
does not involve shorthand in any way 
so that it may be given at any point 


during stenographic training and re-' 


flect only the student’s natural apti- 
tudes rather than any abilities learned 
during the stenographic course. 


Results from the test, named the 
E. R. C. Stenographic Aptitude Test, 
given to a group of 500 studen’s dur- 
ing its development, correlate very 
closely with results of an actual short- 
hand performance test given the same 
students two years later. The publish- 
ers, who also issue several business and 
scholastic testing programs, report that 
such high correlation (statistically ex- 
pressed as .70) after two year’s time 
is exceptional in the testing field. 


Specimen sets may be obtained from 
them, the Scientific Research Asso- 
ciates, 228 South Wabash Ave., Chi- 
cago, for 50 cents. 


A 12-page, two color catalog, PM 79- 
0100, covering a complete line of pack- 
aged air conditioners, has been issued 
by the air-conditioning department of 
the General Electric Co., Bloomfield, 
N. J. 


It covers units in 2, 3, 5, 7%, and 
10-horsepower capacities, suitable for 
application in offices, drafting rooms 
and other locations. 


The catalog includes descriptions 
and illustrations of all the conditioners 
and a cut-away drawing showing 
how a packaged _ unit operates. 
Complete data on each model, includ- 
ing ASRE standard ratings, rating 
conditions, and dimensions are given, 
as well as floor-plan sketches for in- 
stallations inside or outside the air 
conditioned space, with or without duct 
work, 
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Biggest advance in 
Colored Pencils 
inlOyears! |. 


time, work, money with the new Color- 
brite Colored Pencil! Brilliant colors 
lessen eyestrain. Intense color with a 
feather touch...no finger cramp. Cut 
down waste at the sharpener, with non- 
crumbling leads. Fewer work-interrup- 
tions caused by broken points. And 
Colorbrite records are wetproof, fade- 
resistant, permanent! 


THE NEW EXTRA-THIN 


Colorbrite 


by EBERHARD 
FABER 


BROOKLYN 
TORONTO 


OFFICE PENCIL USERS! Test a 
/ FREE sample of Colorbrite your- 
self. Attach this coupon to your 
business letterhead—send to Eberhard 
Faber Pencil Co., Dept. OM-6, 37 
Greenpoint Ave., Brooklyn 22,N.Y. ~ 


Name 


“-se~ 


Position 
\ Dealer's Name 
Choose one: [J red [J] blue 
~J3 yellow () greek, = 


— — 
TRADE MARKS REG. U.S. PAT. OFF. 


YOU save thousands 
of man hours and dollars 
...and increase employee 
efficiency . . . when the 
complete SUNROC Water 
Cooler SURVEY is prepared 
specifically for you by 
trained SUNROC engineers. 
The SUNROC Water Cooler 
SURVEY determines all 

the factors to assure the exact water 
cooling facilities for your existing needs. 
SUNROC Water Coolers are sold and 
serviced on a national basis. 

Mail coupon... NOW... for your free 
SUNROC Water Cooler SURVEY ...no obligation. 


SUNROC COMPANY ~ Glen Riddle, Pa. 


Branches, Agencies and Distributors Throughout the World 


SUNROC COMPANY Send me your Water Cooler 
Glen Riddle, Pa. Survey . . . ne obligation 
Name 
Title 
Company 
Address 
City. Zone___— State 
OMe 
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PAT. OFF. 


THE VALUE IN ELECTRIC 
TYPEWRITERS 


The question “What will electric 
typewriters do for me?” is answered 
by International Business 
Corp., 590 Madison Ave., New York, 
in terms of dollars earned and dollars 
saved. The company says its long 
experience in the production of elec- 
tric typewriters has enabled it to make 
a thorough analysis of the advantages 
derived by users. 

Surveys establish that the average 
typing increases by twenty per cent in 
changing from a manual to an elec- 
tric typewriter. This increase con- 
tributes nearly $500 worth of addition- 
al typing time to a typing station that 
costs $2,400 annually, repaying the 
cost of the typewriter within the first 
year. A substantial increase in the 
value of the typing time saved is often 
revealed when the calculation is based 
on the use made of that time. A sec- 
retary may relieve an executive of 
much detail work, leaving him free to 
devote more time to the administrative 
aspects of his job. Overtime payments 
can be reduced by leveling off or 
eliminating peak loads. 

In addition to substantial savings 
of money and time, the quality of 
work is improved because of the uni- 
formity of the electrically controlled 
impression. Better carbon copies re- 
duce errors due to illegibility. 

A new chart, “Cost of Not Buying 
IBM Electric Typewriters Today,” 
conservatively based on a ten per cent 
increase in production, shows hours 
gained and money saved in office situ- 
ations where salaries vary from 70 
cents to $1.20 an hour, and where the 
time the machine is in use ranges from 
one to eight hours daily. 

Copies of this chart may be ob- 
tained by writing to the company 
direct. 


MACHINE BREAKS DOWN 
ANY LIST 


Ditto, Inc., 2243 West Harrison Dr., 
Chicago, has developed a patented 
method of breaking down any list of 
items by item—each item on a sepa- 
rate sheet of paper—without rewriting. 

It is done by running a strip of over- 
lapped strips called Analyslips through 
a Ditto duplicating machine to pick 
up one item on each Analyslip. As 
many as thirty such slips can be run 
through the machine at one time, the 
company says. These are then torn 
apart and used as desired. 

Some of the ways in which the slips 
have been used are inventory control, 
sales analyses, stock taking, labor 
tickets, movie tickets, analyses of pur- 
chases, inspection unit copies, hospital 
charges, and in the preparation of 
catalogs. 

The Analyslips can be made in al- 
most any size, either on paper or card 
stock, and in any number of units to 
a set, printed on one or both sides. 
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EMPLOYEES TOLD OF BENEFITS 

A “bank statement” which shows an 
employee the full amount of protec- 
tion he has through membership in 
the company’s insurance programs is 


-amount of coverage he has in the 


hospitalization and surgical benefits 
program and the amount of income 
he has built up toward his pension. 
In addition, an estimate based on his 


Machines. 


being issued by the Armstrong Cork 
Employees who 
have completed five or more years of 
service are receiving the report, ac- 
Armstrong News 


Co., Lancaster, Pa. 


cording to the 
Bureau. 


Employee response has been en- 
statement 


thusiastic as the 


away complexities and 


ability, and health 


reduces to 
‘dollar-and-cents’ the amount of cover- 
age the employee has in the life, dis- 
program, 


current income is made showing the 
employee the amount he can expect 
upon retirement. Each employee will 
receive the two-page report after each 
five-year service anniversary. 

The reports have shown that most 
employees have little knowledge of 
just how much protection they have. 
Although they are aware of the de- 
ductions from their paychecks, they 
have only a “meager knowledge 
the about their many benefits.” 


shaves 


simple as 


PUNCH. Insert paper ... push 
down handle. 


OPEN BINDING. Binding ma- 
chine quickly opens all rings 
mechonically. 


7? 


INSERT & CLOSE. Slip punched 
material on open rings. Close 
and remove finished book... 


up to 250 an hour. 


Cc 


right in your own office | 


Costs only a few cents per book _ 


Here is the most practical binding system ever 
designed for the office. With this compact equipment, 
which costs no more than a typewriter, you can 
bind all shapes and sizes of loose sheets into 
attractive, prestige-building books, catalogs or __ 
presentations...all in a matter, of a few seconds. 
Compels attention for your message. And the 
binding costs less than half what you pay for 
old-fashioned fastener-type covers. Every page turns 
smoothly on the multiple colorful plastic rings, 
lies perfectly flat, regardless of how stiff the 

paper is. Letters, photographs, charts and other 
inserts can be easily bound into the book at 

any point. Fill in and return the coupon for full 
information about GBC’s SPECIAL 

TRY-IT-IN-YOUR OWN OFFICE PLAN. 


General Binding Corporation j 
814 W. Belmont Ave., Dept. OM-6, Chicago 14, lil. 


U. S. and Foreign, Patents hove been applied for 
on GBC Binders ond on GBC Binding Equipment 


Mail coupon for details and SPECIAL TRIAL OFFER 


General Binding Corporation, Dept, OM-6 
Without obligation, please send me Bulletin '200 
describing your new low-cost portable GBC piastic 
binding equipment... also 2 handy memo books 
bound this modern way. Tell me how | can try out 
this equipment in my own office. 


~ 
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d exclusively for 
sible for the 
chines and 


_,. is the Only magazine edite 
office executives who are respon 
purchases of office equipment, ma 


supplies for their firms. 


OFFICE MANAGEMENT and EQUIPMENT to provide the 
kind of information wanted by office executives everywhere is 
generally recognized . .. More and more advertisers are now finding—to their satisfac- 


tion and profit—that this magazine is a direct line of communica- 
tion to the office executives of Big Business . . . that whether they 
sell direct or through dealers, they can sell these large volume users 
most easily through the one magazine that is edited to restore their 
problems and circulated exclusively to them. 


. .. There is no other magazine that takes its place. If you haven’t 
yet discovered the force and economy of this publication, you ought 
to do so now. A request will bring you sample copy and advertis- 


The Office Executive’s Own Magazine 
€D..: FIFTH AVENUE + NEW YORK 10, WY! 
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CHAMPIONSHIP BUSINESS TEAM... 


It's the department with new Figuremasters that delivers the most calculations 


per payroll-dollar. The Fully Automatic model, the on/y calculator with simultaneous 


automatic multiplication, is ideal for heavy-volume figure-work. The low-cost 


Semi-Automatic model is popular where the work is lighter. Both are available 
in 10 or 8 bank capacities . . . choose whichever fits your requirements and 
business budget. If your need is temporary rent a Figuremaster. 
The Marchant Man in your phone book is ready to prove by a demonstration 
on your own work that Figuremasters will do your calculating easier 
and at less cost. Phone him today or mail the coupon to 


SEMI-AUTOMATIC Marchant Calculating Machine Company, Oakland 8, California. 


FIGURE FASTER WITH A 


MARC 


| MARCHANT CALCULATING MACHINE COMPANY 


earl : Oakland 8, California ae i 

| Please send me free information about H 

| the new Figuremasters : 

URE. Wynitih/o> : Fully Automaticl_] Semi-AutomaticL_} RentalL_] ; 
oo : 

1CA'S FIRST CALCULATOR rae 

City. Strate. : 
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FULLY AUTOMATIC 
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10 Reasons Why STEEL AGE 
Desks have more S7amina 


1 One piece Corroleum covered top 
with five heavy, extra-wide chan- 
nel reinforcements. 


2 End panel formed in one piece, 
which covers Corroleum top. No 
sharp edges or corners. 


3 Heavy slides for Reference Shelf. 
4 Heavy Drawer Slide Strips. 


5 Pedestal reinforced with heavy 
crosswise **Z”’ bars and angle 
gusset plates. Top plate fastens 
through end of pedestal. 


6 Reference Shelf stop and cross- 
wise reinforcement. 


7 Flanged end panel reinforce- 
ment. 


8 Ball bearing Rollers on all Box 


Drawers. 


9 Heavy vertical reinforcement for 
end panels. 


10 Full progressive ball bearing sus- 
pension on vertical file drawer. 
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H... a look with us beneath the top of a STEEL AGE 
desk and you'll see plenty of sound reasons why these 
desks stand up to extra years of hard use . . . keep 
operating perfectly day in and day out. This added 
measure of stamina goes back to the very day Corry- 
Jamestown’s founders decided that every desk bearing 
the STEEL AGE trademark would be built with the 
finest materials, the soundest design, and the highest 
standards of craftsmanship possible. 

Today’s STEEL AGE desks bear out the company’s 
remarkable adherence to these principles. The view 
above shows that there’s no skimping on materials. 
Heavy gauge steel and reinforcement channels are used 
wherever needed. There’s a solid, substantial feel that 
makes people everywhere say, ‘“‘Buy STEEL AGE and 
you buy the best in steel office furniture.” 


~ CORRY—JAMESTOWN | 


' NUactAlinG CORPORATION * CORRY, 
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Office 
Management 


AND EQUIPMENT 


EDITORIAL 


Hawthorn-Mellody Farms Dairy, 
hicago, treats its bulletin 
boards like enlarged newspaper 
pages, filled with interesting 
company news. 


ai 
aa 
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“its on the BULLETIN BOARD” 


“It’s on the bulletin board,” can 
still stir even the indifferent. 


June, 1950 


IN THE INCREASING ATTENTION given during recent years to employee 
magazines of one sort or another, many offices have tended to neglect an older 
but still exceptionally effective medium of employee communication—the bulle- 
tin board. 

“It’s on the bulletin board” is still something which can stir even the torpid 
and indifferent to a show of interest, provided the bulletin board has not been 
permitted to degenerate into a repository of stale routine notices, which it 
too often is. Treated by management for what it is—a means for fast circula- 
tion of significant office news—the bulletin board is an outstandingly important 
piece of office equipment. 

No office would dream of launching an employee magazine without a quali- 
fied editor, but supervision of the bulletin board—the office daily newspaper— 
seems largely left to whim or chance. There are some offices where the only 
requirement seems to be the ability to push in thumb tacks! 

The bulletin board is far too valuable to be left without intelligent direc- 
tion and a clear-cut plan of operation. Among offices which have been most 
successful in utilizing the bulletin board, such direction and planning are pro- 
vided, with the objective of making the board as lively and interesting to em- 
ployees as their favorite paper. 

Like the good newspaper, the good bulletin board pays attention to clear, 
concise, and interesting presentation. It uses both pictures and words to get 
its news across quickly. Aware that its readers have stopped only momentarily 
in transit from one point to another, it makes reading as easy as possible with 
large, legible typing and good lighting. And since it is after all the character 
of the news which attracts readers, the good bulletin board seeks to provide as 
much highlight office news as possible. Counted among such highlights in 
many offices are details of staff job openings as they occur, before outside appli- 
cations are sought. 
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SETTING THE STANDARDS 


IT WOULD BE WELL to begin with an appraisal of 
the contribution of scientific management in its many 
phases to the increased productivity of our national 
economy. Over the past thirty years, the Federal Re- 
search Board’s index of industrial production has 
shown an upward trend in the physical volume of 
manufactured goods, despite recessions in periods of 
economic strain. This fact in itself testifies to the ad- 
vances in industrial management and technology, and 
it belies the theory of optimum economic growth. 
However, it becomes much more meaningful when the 
trend is related to the working man-hours which went 
into the manufacturing of these goods, since the gen- 
eral health and living standards of any economy are 
dependent upon the maximum utilization of man- 
power in the creation of saleable articles. In the year 
1gig, the average number of weekly manufacturing 
man-hours was 489 million, and the production index 
stood at 72, based on the period from 1935 to 1939 
being equivalent to 100. Dividing the former figure 
into the latter, a ratio of .147 is obtained. During 
1949, the average number of weekly man-hours was 
560 million, and the productivity index was 183, indi- 
cating a ratio of .327. An improvement of 122 per 
cent was registered in the intervening period of thirty 
years. 

The relative living standard of our own country in 
comparison with those of other nations of the world 
is of course outstanding. Admittedly, many factors 
other than worker productivity have a bearing on this 
comparison—such as internal monetary values and 
each nation’s relative sufficiency of farm products. 
However, it is interesting to observe that the best liv- 
ing standards exist in those countries which have made 
the greatest advances in the application of the prin- 
ciples of scientific management. 

Thus, risking over-simplification, we present the 
case for our profession, when it is permitted to flour- 
ish in the rich soil of a free economy. The last quali- 
fication is of utmost significance, since it presupposes 
leaders qualified in the art of management who will 
utilize our scientific experience, since it permits the 
development of advanced industrial processes, and 
since it allows the participation of enlightened union 
leadership in joint economic progress. These state- 
ments freely admit that scientific management has 
been only a part of the modern force which brought 
the industrial revolution to its present stage, but it 


. has been a major influence. 
: * 7 * 


So much for the case of industrial engineering and 
its successful application to manufacturing operations! 


Excerpted from paper presented at recent Time Study and Methods 
Conference, sponsored by Society for Advancement of Management and 
American Society of Mechanical Engineers. 
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By PAUL B. MULLIGAN 


President, Paul B. Mulligan & Co., management consultants, New York 
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The office slave has been freed—and vastly multiplied 


East 


S 


It is a curious phenomena that a similar approach has 
been neglected for so many years in relating the size 
of the office force to the volume of work to be per- 
formed. Vast strides have been made in the mechani 
zation of office operations and in the improvement ol 
clerical methods, but this is merely a part of the job 
to be done. The determination of clerical force re- 
quirements is still on a completely empirical basis, 
since it is left largely to the experience and opinions 
of supervision. This is true even where past perfor- 
mance records are used as yardsticks, since these are 
nothing more than statistical averages of former ex- 
perience. 

Here we have the precise atmosphere into which 
Frederick W. Taylor introduced the science of time 
study in an effort to bring about the use of accurate 
measurement in the planning, control, and execution 
of business operations. The success of his theories on 
production operations is a familiar story, but a pecu- 
liar blind spot developed where the clerical worker 
was concerned—despite the insistence of such pioneers 
as Gilbreth and Leffingwell that scientific management 
was equally applicable in the office. 


June, 1950 


 \\ae =. — ». 2 ne?) 2 ae 
a om ee al a ae fo nn oa ee 
a *: Nc seni oe : ie a, ’ = a iy Ele ee a ; oe ae E i #* 
7 7 i: % 5 et nal Pin q a nee , Bea i.  . ? E > : eS ia gee Re E « B - .- if ‘ 
= - 
* :. 
4 i: 3 an iA a 
ye ae i aa I 
a ao oes ) 
Pha ae PS aS ma Alt He 
a eS 
: 20) Ae ee tie ee SS t {4 si ' | 
i ee ie ae Si al Atte i A | | 
ese ees aA A . es IY Cae aan haul fy 
be ba a a ee AH) 
—- OE Bea Oo eS AMM ANAT Wh 
ye a & So: oe | HAL A 
2: eae ee \ VISE oe | 
oe ARASH ig ree. an j Wt} | 
— a ONS} SR 
—_ ee eres. Pe 
4 oe <\ \ NR aS a) I ame 
_ AN aan 
a - Re ‘ SS 4 Saupe - \ \ ( i : | 
_. oy we Ss arr If Ge” .| lity 
* F ll So ume Peal || fy, 
on | = We =, Fas eee ; z ‘foe oe \ “gf Cw Z 
E a ‘ Sy ae aa YE =~. i : ' @ QW YZ 
o> ae Ass Xi W 53 * | 2 \ ” he 
& oe Bee S \\ aa ‘eas i ae Zz —— ; 
‘ = ae * Nes LSS aN 2 y's y) cx — SS 
any € & YS ee ‘ic "| “fh hea 
~ pep NS ae eee 6 UE Be ae ilies ‘ , 
ml WS, a AUSSI Or as . ‘. LS Ad 
art SS ae be So ea ee a —~ = 
RS \ 2 Za . ~~! 
: Qa BO En Bas pe o> = 
x : 8 ek Tee ee Lt ee a ) “Se af? iP i Ty 
a dl 7 TS Sh) 4 aa te a : oS RAL, ‘" ee 4)'i| 1 ' 
in: B, Ly NS is. ~ Fa is = — — oe j \\\ || ‘ 
= a ! J ae SY ay = ‘Riad ie A I i | ony 
« 13te Ss N a CER ; a | r 
4 inne g iii fe AS RE: aT = Ss . Alt 
ey i: a B Wye fi | \ 
aor a Me \ “ be | i i 
 (@ BG SES >) 
:” mm \ NGS“"°= a 
os »* ; 
Ey org 
ae 
;  £y 
| | 
; a | 
. a 4 
a 
5 - a 
>: f- 
ian 
; pe “| ° 
— F— 
a >) 
‘ *, 
a ! ee 
aaa a lee 
* eh oe 
a 5 28 ee PF 
{ Po. 
i - ¢ se, lO]; Fe : : 


for Office Work Performance 


This fact is probably attributable to the original 
more pressing problem of improving and controlling 
production processes. The time is here, however, 
when the attention of industrial engineers must be 
devoted to clerical work, and this must be done in 
the interests of individual corporate welfare and of 
the national economy as a whole. There has been 
rapid growth in office employment from 1870 on. 
Originally, the number of such workers was negligible, 


and this possibly explains their neglect at the birth of 
scientific management. However, the late 1920's saw 
their number pass the four million mark, and even 
this figure was doubled in the last few years. The 
trend went continuously upward despite the economic 
upheavals of depression and war. 

A quick conclusion would lead one to believe that 
the foregoing was a reflection of the country’s rapid 
industrial growth, but that is not the case. The num- 


\ Compare Performance 
——_ Against Established -—— 
EXHIBIT I: Eval- Measurement -) 
uation of clerical 
staff perform- 
ance. ; 
(Maurite Allen) 
Personal Appraisal 
—— | By, or juigmentco, - 
Supervisor ° 
Comparing 
Workers eo 
xX Ratio of Man-Howrs 
=— — To Activity Previous -—— 
Chart below cour- Y ° And Present Years ° 


tesy Bureau of 
Labor Statistics. 


OFFICE 
FACTORY : 
WORKERS Z| 


number of factory workers i 


at AAAS aaa ae a 


PERCENTAGE GROWTH IN OFFICE AND FACTORY WORKERS 1900-1940 
(Each Diagram Represents 25% Increase Over 1900 Employment) 


During the country’s great industrial development of the first forty years of this century. the 
increased by 75%—office ond clerical employment rose by 3567. « 
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Order and Billing Transmission 


Model 15-K S R used in connection w:th Model 14 Typing Perforator and Model 14 


Transmitter Distributor 
Manual Operation of Keyboard 
Type 


Spaces 


Return carriage and line-up one line 
Line-up 
Carriage Shifts 


Miscellaneous Manual Standards 

Correct anerror. Put hand into tape cutter, 
block out tape, and return hand to position for 
typing. 


Reach for papers in message box or other 
convenient receptacle, carry to copying rack, 
insert in rack, and prepare to type 

Turn over sheet on copy rack 

Adjust liner on copy rack 

Remove papers from copy rack and set aside 

Reach behind glass cover of machine, tear 


off carbon manifold (3 sheets), and carry mani- 
fold to position above keyboard. 


Clip manifold to typing source and set aside 


Move hand to tape sending box and return 
to keyboard 


Automatic Operation 
Insert tape in tape sender 


Type or space 
Carriage return and line-up one line 


Additional line-ups 


CLERICAL COST CONTROL STANDARD TIME DATA 


Sorting 81,” x 11” Papers 


17 


Active Classifi- Table 
cations Sorted Top Sort 


a iit a Copyright, 1950 


Man-Hours per Page Sorted 
Straight Depressed Curved Machine Sort 
Front Rack ins Front Rack (Sortagraph) 
.00029 -00029 .00031 - 
00030 00030 .00032 —_ 
.00032 00031 .00032 _ 
00034 00033 -00033 _ 
00036 00034 00034 - 
00037 .00035 .00035 _ 
00039 00037 00035 _ 
.00041 00038 00036 _ 
00043 00039 00037 00059 
000-44 00041 40037 .00060 
00046 00042 00038 .00060 
00048 000-43 00039 .00060 
00050 00045 00039 00060 
00051 00046 00040 .00061 
00053 .00047 00041 .00061 


00055 .00049 00041 00061 


By PAUL B. MULLIGAN & CO. 


OFFICE MANAGEMENT AND EQUIPMENT 


. 000064 Man-Hours per Keystroke 
. 000045 Man-Hours per Space 


-00018 Man-Hours per Line 


.00007 Man-Hours per Line 


-00018 Man-Hours per Shift 


.00136 Man-Hours per Occurrence 


.00219 Man-Hours per Occurrence 


.00105 Man-Hours per Occurrence 


.00034 Man-Hours per Adjustment 


.00087 Man-Hours per Occurrence 


.00124 Man-Hours per Occurrence 


.00138 Man-Hours per Occurrence 


.00034 Man-Hours per Occurrence 


00194 Man-Hours per Occurreme 
. 000045 Man-Hours per Keystroke o1 
Space 


.00009 Man-Hours per Line 


.00007 Man-Hours per Line 


Copyright 1950 
By Paul B. Mulligan & Co. 


ber of office workers increased by 356 per cent in the | 


years between 1900 and 1940, while the number of 
factory workers increased by only 75 per cent. What 
was the cause of this phenomenz? It would be wrong 
to attribute it to any single factor, since economic 
trends are usually the resultant of many forces. Cer- 
tainly, commercial relationships became more intricate 


during that period. This and the maintenance of the | 


very controls growing out of scientific management it- 
self would have necessitated more clerical workers. 
However, experience indicates that the major contrib- 
uting factor to this trend is the inadequate amount of 
industrial engineering talent that has been devoted to 
controlling it. 

It would be natural for each of you to wonder at 
this point how all of the preceding remarks apply to 
your particular companies. It is impossible to make 


(Turn to page 68) 


EXHIBIT 2 (above): Teletype standards. 
EXHIBIT 3 (page opposite): Flow chart of order entry 
procedure. 


EXHIBIT 4 (left) Sorting 84%” x 11” papers. 
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STAMPED METAL PRODUCTS, INCORPORATED 


CLERICAL COST CONTROL SURVEY PRODUCTION PLANNING DEPARTMENT 


CHART I - ORDER ENTRY PROCEDURE wf, 
Charting Lhe, Ge A/t7 


Measurement _/ ohn Wor %,/43 


Order Entry Section Planning Section 


(3) Mail Clerk 


| 1/2 - Order | 


Miscellaneous 


Receives incoming Sales Orders in mails 
arriving twice daily from District Sales 
Offices. Original and two carbon copies 
of each order are received 


ee ae ee 


Opens envelopes; extracts Sales Orders; 
and places on desk. The envelopes are 
discarded. 


| 24 | 315 | .coz4 | 


Time -stamps each order in electric 
clock stamp to indicate date and time 
of receipt. 


| 1.81 | 3780 | coos | 


4 Sorts Sales Orders on desk surface. 
f Sort is made into eight groupings by 
types of product ordered. 


[ise | 3780 | .cco3s | 


on 


Other Purchased 
Orders Material 
Orders 


In the case of orders for 
5 material to be ‘purchased 
from outside sources, the 
papers are placed in an 
interoffice envelope and 
routed to the Purchasing 
Department. 


[os | ¢3 | .co120 | 


7 Examines each group of Sales Orders 
d to a 


r at (ae ii sili ae ilies, 


ake Records date of shipment on the 
follow-up copy of the Sales Order. 


[18.37 | 3780 | 00486 ] 


mtry 206. Files copy of Shipping Notice in 
numerical order in post binder. 


oe 
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An Annual Award to be Made for 


6 


THE CURRENT issue of this magazine marks the 
completion of the first ten years of publication of 
OFFICE MANAGEMENT AND EQUIPMENT as a monthly 
devoted exclusively to the problems and the progress 
of the office from the point of view of management. 

It was in July, 1940 that Geyer Publications brought 
out the first issue of its OFFICE EQUIPMENT DiceEstT, the 
name of which was later changed to OFFICE MANAGE- 
MENT AND EQUIPMENT as more indicative of the aim of 
the magazine to cover every aspect of office control 
and operation. 

To mark in appropriate fashion this significant 
anniversary, OFFICE MANAGEMENT AND EQUIPMENT is 
establishing an annual award for “The Office of the 
Year”, designed to honor each year the office built or 
remodeled during that year and selected as outstand- 
ing in its classification. The award will be given in 
two classifications—one award for offices having more 
than 500 employees and a duplicate award for those 
employing less than that number. 


The offices will be selected on the basis of the 
physical factors of design, layout, and equipment, 
making for all-around efficiency, by a board of judges 
drawn from experts in the fields of both office archi- 
tecture and office management. 

This year’s award will cover offices constructed or 
remodeled in the twelve months preceding June goth, 
1950. Announcement of the winners will be made in 
the October issue of OFFICE MANAGEMENT AND EQulip- 
MENT, the annual National Business Show and Office 
Forums number. A suitable trophy will be awarded 
to the winning office in each of the two categories 
mentioned. 

Since the office is the frame in which ofhce work 
is carried on, it is of the utmost importance to office 
management that those physical aspects of it be em- 
phasized which fit the office to the changing demands 
of the passing years and it is anticipated that OFrFrice 
MANAGEMENT AND EQUIPMENT’S annual “Office of the 
Year” awards will serve to turn the spotlight on offices 
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“THE OFFICE OF THE YEAR” 


“Office Management and Equipment” establishes major 
annual award on tenth anniversary of first issue 


which have in this respect most skillfully met the 
challenge of the times. 

The publishers of OFFICE MANAGEMENT AND 
EguipMENT have been close to the office scene now for 
almost seventy-five years, ever since the establishment 
of Geyer’s Topics, pioneer magazine for the retailer 
of office equipment, in 1877. That year might be 
taken as the beginning of the American office as we 
know it today, for it was the year in which the tele- 
phone was invented and the typewriter began to make 
its appearance in offices here and there through the 
country, marking the beginning of that mechanization 
of office tasks which has revolutionized the whole field 
of office management. 

From a concept of the office as a necessary evil, to 
be operated as parsimoniously as possible, manage- 
ment has come in the intervening years since post- 
Civil-War days to see the office in its true light as the 
great center of direction, planning, and control for 


practically every form of human endeavor. | Its efh- 
ciency or lack of efficiency is of the most far-reaching 
significance. 
everywhere. 

It was in our country that this fact was first recog- 
nized, and it has been American brains and energy 
which have made the office of today outstanding as a 
medium of accomplishment and control for a world 
which becomes ever more complex, if more integrated, 
with every passing year. 

In the ten years since this magazine was established 
—years of problems associated with the preparation 
for war, the war itself, and the adjustments of the 
post-war period—the office has made some of its most 
noteworthy advances, in every phase of the attain- 
ment of true efficiency. The award now being estab- 
lished by Orrick MANAGEMENT AND EQUIPMENT may 
be expected to give most valuable publicity to the 
progress which has been made. 
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Its progress is vital to all progress’ 


a 2 
> s - ‘ 
i . 7 4 4, hy. E . 2 ‘ Se : ae — =. " roe ee at 
a — | Wl ati _ a ae > aw ae 
f ' a oe mee Ss a oP ),  _ii id : > a 
et ee ae 7‘ ae ‘ am gt +! % gs ~ 
Tan — . is Ye -_— = “ae se at g io aie 
bey « can a ee a te ae. ? : iS ae 
ae Se ‘ ~-— eer, ae oe 7 ~ . , > + dere aS¢ Ys - 
” “ : nS See — paras Vays « oe a 7 . - ‘re *S., 5 ra 4 
_— jo : SB eres Eee Oy | cca tn SE “Sas J P: . 
a es. - ea er, iy ‘ : : ‘ eS ou 
. oa tA ee se * - Pie. hi re. Re Bi "« . »sa* “Tey - J " 
ae nee es, OF oF ant Sm — a ss : ah ’ Ree d 
ae e dl 2 Gs apa bak “ Bs e =~" : ee ‘ . 
: oe ’ « ws Ca ? : | ‘ip 7 ; ia ~ = ‘nie a [ : 
of a « es ts , ee —~ , ia : — 
j A 3 ahaa =< —. 2. ae ; ie < F ~~ = -_ 
a ‘ we e 20 - ee —.° * , . as . bel : 
- Be Sa = ‘ ‘ ety 2 ee, ; 
ne —- , i j ee te = ; ; ae 
& 5 ek wd ia 2: al ct , gee i’ Sa 
EE 
' 
ee | 
i. 
- 
‘i 
(7 
a ee j ial “ 4 4 < wit | 
(tease =—CsC Se. Ce — aa 
all a OC am ae’ it 
is ‘5 . 4 —s . . “ re rd : : = es = 
- ee ai ~ J Pe _ ci) ee int ‘et ty - gansaeed bay |= pe a . 
—_ a | % . es: ta ui ine : e at ae eS ff - 
: oe. , Eo Se eee el i ee —- * fe 
ee ee Te ee SO i oe 
Bt a i ie ws ii yi . . y H 8. Ee a hen : ) . : 
es ——— i , ee es ang oe H ae RS a ~ Ors «ty, | 
“¥ a —— &* Baas | ; oe a. ae ‘ é aa “2 a4 ~ < | 
$ \ a oe ae. era — ha ea } a ww & le ae ag Tee” s 
a ee) | i oe 
; be ae Pee oye Ae: aie aa oil ‘ hg I oat Ll a Sie eae ap ™ 
ig ke 2 ‘Ee an ae . noon 3 tS. é Hy et ——— j Nia. ee ane == “ 
“a2. <a eas i. a aaa one, oe ) res 18 Sie. « Rei 
fae ell ET CC ee eee 0s Fae ia 
anit a : a uote. oe ee “| - ae JHiLe : “*nw= : J sae TL 5 
piiesss = 2) ie ch ii} F “se Ea i Ee * J " 
J & ‘ _ oe ey , a. - nn i it é . wee rer > oe eee 7 a 
i - 4 « ‘ y » a “4 Teele we aos : - : a ane re es awe ye’ , ey 
ve es ee - a g lish eee 1 t hy a 
net aa Onan: vee — li 25 et oo La eras 
;. Ba Be ie pans: 2 Pas i ih ye er Se - = % ® 
h —— ae any wae |. saale aed ie 
e ‘ is Bee a ae aes oh Sg eee J - a 74 “ 
ry Be }- « , ae cA: r | 
Ao o et, nets owen eso — 
) June, 1950 OFFICE MANAGEMENT AND EQUIPMENT Bi 838 ‘ 
% 
F = ' : oa: a gn aaa aa pa) ae 3 a } a a; ‘a ee eis” 2 ; 
see: ia. 6) a acer om ie - - a ES a. oe Sa i ; . : 
a as se hl + 


Entrance to the office. 


“INFORMAL EFFICIENCY” is 


Poe 


THE RICH AROMA of strong coffee wafted through 
the spacious room decorated in russet and green tones. 
A girl walked over to the snack bar, took her coffee 
and morning pastry, wandered in and out among the 
leather settees, sat down at a table with some friends 
and chatted amiably. 

It wasn’t the lounge of a private club or a residence. 
This was a scene that occurs daily in one of New 
York’s most modern offices—the new Philip Morris 
headquarters in 100 Park Avenue, a new skyscraper 
office building opened recently on the site of the fa- 
mous old Murray Hill Hotel. Kahn & Jacobs were 
the architects for this building. 

And the scene is all part of a carefully planned 
drama staged daily by a modern business which has 


learned that good management means good employee 
relations and is as profitable on the year-end state- 
ments as good customer, dealer, or stockholder rela- 
tions. 

The cigarette firm was located for twenty-one years 
at 119 Fifth Avenue before becoming the first tenant 
to move completely into the new 36-story, fully air- 
conditioned structure. 

O. Parker McComas, president of the company, said 
the moving was accomplished with the “very mini- 
mum” of confusion. 

“Carefully planned for several months, the move 
was comparatively easy to execute,” he said. “Not a 
single hour in the operation of our normal business 
was lost.” 


Left: An outstanding feature is 
the noticeable reduction in pri- 
vate offices. All executives, ex- 
cept top officers, work in the 
open areas in visible applica- 
tion of “teamwork.” 


Page opposite, left to right: 

Board room has none of tradi- 

tional features of such a room; 

scene in company’s credit de- 
partment. 
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Another view of the reception room, 
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In the office of Alfred E. Lyon, chairman 
the board, Philip Morris & Co. 


aim at new Philip Morris Offices 


The old offices at 119 Fifth Avenue were closed on 
a Friday afternoon at 2:30 o'clock. As soon as the staff 
of the executive offices had left the building the mov- 
ing men set to work. 

It took eighty-one truck loads, operated through the 
night, to move the company to its new quarters. In 
addition, eleven freight cars of new furniture (most 
of the equipment in the offices is completely new) 
were brought to the structure. By 10 a.m. Saturday 
everything was in its proper place on the third and 
fourth floors of the building. 

The staff returned to work Monday morning at the 
usual hour without any noticeable interruption in its 
work. The order department, which was the first 
complete unit to move, was in full operation within 
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four hours after transfer to the new building. Orders 
were written as usual Saturday. 

In accordance with its belief in the basic philosophy 
of “People Make the Company,” this cigarette and 
tobacco firm, for example, spends more than $25,000 
a year in the maintenance of a recreation lounge and 
snack bar for its employees in the New York offices. 

Instead of being thrown into the crowded noontime 
rush at Grand Central area luncheonettes, the 300 em- 
ployees of Philip Morris eat in their own recreation- 
lunch room, at half the prices charged outside. For 
35 cents a company employee has coffee or milk and 
sandwich and dessert. ‘The low price is made _ pos- 


sible by indirect subsidy to the concessionaire, who 
pays no rent and receives maintenance free. 


Follow- 
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ing lunch the employees can use the pool tables, shuf- 
fleboard games, ping-pong tables, card tables, or just 
relax and listen to the radio. 

When not on lunch hour, employees are free to use 
the lounge for coffee in the morning or soft drinks in 
the afternoon. No schedule is set. Each employee is 
free to leave his or her desk subject, only to leaving 
someone on duty in the department. 

The company’s philosophy of employee relations 
finds expression in other forms at the Philip Morris 
headquarters. There are no time clocks, for instance. 
Employees are expected to be on the job at the right 
time and leave at closing, but there is no punching 
in or out. Similarly, while there are job classifications, 
no arbitrary, rigid techniques are used in the measure- 
ment of individual productivity within these classifi- 
cations. 

A full time nurse ministers to all the minor medical 
needs of employees. Pension and insurance plans for 


employees were put into effect at this company before 
they became national issues. Women employees are 
granted one year’s maternity leave, during which time 
the insurance and hospitalization plans stay in effect. 

When the new offices were designed, the employees 
were given the benefit of the same open spaciousness 
and color scheme as the executives. Thus greens and 
russet tones help avoid the monotony of the ordinary 
office, and the layout is so planned, that equal light 
falls on each desk. 

Needless to say, smoking is permitted at the desk. 
And, it’s Philip Morris, of course! 

The principle of the office is definitely on the flow- 
of-work scheme. ‘This, however, has not been applied 
rigidly so that an order or inter-office memorandum 
must start, say, at the 41st Street end of the office 
and work its way around by desk or department to the 
goth Street side. 

The flow of work is found rather within the depart- 


Above: A busy time at the 
game section of the new Philip 
Morris office recreation rooms. 


Left: The printing and dupli- 
eating section of the new Philip 
Morris offices. 
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mental set-up, integrated by the physical location of 
the executive desks. These are staggered in order ot 
position and natural movement of work. Within direct 
view and close at hand are the secretaries’, clerks’ and 
assistant’s desks. 

Thus within the purchasing department in the 
northwest corner of the offices, there is a natural flow 
of work on orders. The export department next to it 
has similar integration, as have the other departments 
—advertising, sales promotion, sales, orders, printing, 
administration, merchandising, and_ personnel. 

All this has resulted in what company officials call 
an unsurpassed informal efficiency. Personnel turn- 
over is the lowest in the firm’s history, and compara- 
tively much lower than in most other industries. The 
cost of the employee benefits is more than met in in- 
creased productivity. 

Another valuable result of company policy and 


Above, left: A healthy executive 
is a better executive. The new 
Philip Morris offices provide a 
rub-down room for the com- 
pany executives — and every 
executive visits it daily. Above, 
right: And of course, a healthy 
employee is a better employee. 
Philip Morris has devoted much 
space to its dispensary. The 
room is well-designed and 
equipped, and there’s always a 
»  murse on duty. 


The electrical accounting de- 

partment in the new offices is 

one of the busiest Philip Morris 

departments. Here bills are 

made out and sales statistics 
compiled. 
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methods is the intense pride the employees have in 
the company, making each of them a sales and public 
relations representative of Philip Morris. 

The basic philosophy behind the arrangement and 
decoration of the new offices provides for: 

1. A feeling of working together. 

2. Free access. 

3. Cheerful color schemes. 

4. A minimum of private offices. (But with ample 
conference rooms if privacy is needed) . 

5: An every-day board room. 

6. A free flow of light for everyone. 

Mr. McComas has long contended that employees 
must not only be told that they are “members of the 


Philip Morris team” but that they must be shown 


and made to feel, by actual working conditions, that 
this is true. 
(To page 62) 
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Heavy attendance marked the conference’s opening session. 


NOMA’S 1950 


CONFERENCE 


By KIMBALL DARBY 


THE gist ANNUAL International Conference of the 


National Office Management Association and its ac- ’ 


companying Office Equipment and Machinery Expo- 
sition took place in Cleveland May gist through the 
24th, with all indications of continued growth and 
increasing service to the office community. After the 
first business session, held in the grand ballroom of 
Cleveland’s Statler Hotel, conference meetings were 
transferred to Cleveland Municipal Auditorium. 


Elected president for the 1950-51 Noma year was 
W. Miller Bennett, Inland Container Corp., Indian- 
apolis, Ind., succeeding Hugh A. Wichert, Fairmont 
Foods Co., Omaha, Neb. In accordance with a new 
administrative structure established this year the fol- 
lowing were elected to the posts of vice-president: Dr. 
Robert P. Brecht, of the Wharton School of Business, 
University of Pennsylvania; J. B. Andrews, Carnation 
Co., Seattle, Wash.; A. G. De Vaughn, Retail Credit 
Co., Philadelphia; W. J. Keenan, F. W. Woolworth 
Co., Ltd., Toronto, Ont.; and K. W. Moore, Chicago 
Title & Trust Co., Chicago. William H. Evans will 
henceforth have the title of executive vice-president 
instead of secretary-treasurer of the association. 


New area directors for the even numbered areas 
were elected at this conference, with directors of odd 
numbered areas carried over until the next conference. 
The newly elected directors are R. F. Brown, Bird 
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Coal Co., Philadelphia, area 2; Floyd Guillot, White 
Systems, Inc., New Orleans, La., area 4; R. G. Sinn, 
Detroit Edison Co., Detroit, Mich., area 6; Wayne C. 
Reesman, Wisconsin Electric Power Co., Milwaukee, 
Wis., area 8; R. L. Lucas, Shell Oil Co., Inc., Houston, 
Texas, area 10; Ralph Ranson, Felt & Tarrant, Ltd., 


id 


W. Miller Bennett, Noma’s new president 


Tune, 1950 
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Miller Bennett (seated center) poses with some of his staff. Standing, from left to 


right: J. B. Andrews, W. H. Evans, A. 


G. De Vaughn, and K. W. Moore. Seated 


are Dr. R. P. Brecht and Hugh Wichert, immediate past president. W. J. Keenan, 
a vice-president, was not present when this photo was taken. 


the largest and best held to date 


Calgary, Alta., area 12; and S. A. Riesenman, Security 
Life & Accident Co., Denver, Col., area 14. 

Planned by Noma’s national headquarters staff 
under the direction of Mr. Evans, Horace J. Brogley, 
Johnson & Johnson, New Brunswick, N. J., national 


director in charge of conferences and expositions, and 
A. C. Spangler of the Noma headquarters staff, the big 
exposition was inspected by a large throng. Registra- 
tion for the conference totaled 1,345, including wives 
of some of the Noma-ites. It was the largest registra- 


Noma’s Exposition was well attended, as indicated by this general view. 
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tion at any conference to date. Following the tradi- 
tional pattern, members of the Cleveland chapter, 
headed by E. A. Ladd, Ohio Edison Co., Cleveland, 
Ohio, general conference chairman, staffed the various 
administrative committees so vital to the efficient con- 
duct of the meeting. 

Although Monday was the official opening date of 
the seminars, the Saturday and Sunday preceding were 
heavily scheduled with meetings of Noma’s adminis- 
trative personnel, and luncheons and dinners at which 
other conference business was handled. At the Chapter 
Presidents’ Dinner on Sunday night, Noma-ites saw 
the presentation of the Leffingwell Medal to Harry L. 
Wylie, Pure Oil Co., Chicago, and the Noma Fellow- 
ship to Lee Galloway, Lake Wales, Fla. The coveted 
awards were presented by President Wichert, who 
acted as chairman of the dinner business session. 
Winners of the annual Schulhof Awards were Mr. 
Wylie and Dr. Coleman Maze, of the School of Com- 
merce, Accounting and Finance, New York University. 
W. M. Smith, La Salle University Extension, Chi- 
cago, chairman of the Schulhof Awards committee, 
made these presentations. 

At this time President Wichert gave recognition to 
the Rochester chapter as the most recent winner of the 
Geyer Award, a $100 prize presented each year to the 
Noma chapter that has the highest percentage of 
membership retention. The president of the chapter 
was called upon to accept Mr. Wichert’s and the audi- 
ence’s plaudits. 

Conference audiences seemed to be larger this year, 


The show, described by Noma-ites as the 
most comprehensive to date, is reported 
to have played to an audience of 20,000. 
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Wide aisle space and effective layout marked the Exposition. 


with a good percentage of standees noticable at many 
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of the sessions. Staffing the various sessions as chair- 
men were Horace J. Brogley, who also made the wel- 
coming address for Noma; Hugh A. Wichert, outgoing 
president, who guided the annual business meeting at 
which new officers were elected; Loraine Langstroth, 
Hawaii Employers Council, Honolulu, T.H.; D. B. 
Larke, Henry Birks & Sons, past president of the Mon- 
treal chapter; C. L. Kennedy, City Hydro Electric 
System, 2nd vice-president of the Winnipeg chapter; 
Dr. Coleman L. Maze, of New York University; Myron 
D. Ross, Jewell Food Stores, Chicago, president of the 
Chicago chapter, and _D. M. Brice, Plomb Tool Co., 
Los Angeles, Calif., past president of the Los Angeles 
chapter. 

Contributing to the general and business sessions 
were Horace ]. Brogley; Hugh A. Wichert; Dr. Edwin 
G. Nourse, former chairman of President Truman’s 
Council of Economic Advisors, who delivered the key- 
note speech; S. R. Leach, York Corp., York, Pa., chair- 
man of the National Exposition Committee; Arthur 
B. Porter, Hood Rubber Co., Watertown, Mass., 
chairman of the National Program Committee; Samuel 
L. H. Burk, Pittsburgh Plate Glass Co.; Emma Lee, 
Johns-Manville Sales Corp., president of the San 
Francisco chapter; Vera V. Green, Botwinik Bros. of 
Massachusetts, Worcester, Mass., past president of the 
Worcester chapter; Ella Swanson, Carson Crockery 
Co., Denver, Colo., president of the Denver chapter; 


and Dr. George A. Sudimack, Packard Electric Divi- 


sion, General Motors Corp. 
Also Mr. and Mrs. Clifton Cox, management con- 
sultants, Newark, N. J.; Edmund H. Plant, Eastman 
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Kodak Co., Rochester, N. Y.; Walter M. Lane, Lever 
Bros., Ltd., Toronto, Ont.; W. W. Stewart, National 
Screw Co., Cleveland; V. D. Cahill, Cleveland 
Graphite Bronze Co., Cleveland; ‘T. H. McDonough, 
H. J. Heinz Co., Pittsburgh; George Vanderbilt, 
Standard Oil Co.. of Ohio, Cleveland; H. Vetter, 
Commonwealth Edison Co., Chicago; J. F. Pierce, 
management consultant, Weymouth, Mass.; W. H. 
Evans, executive vice-president, National Office Man- 
agement Association, Philadelphia; Hon. Harold G. 
Hoffman, former governor of New Jersey; Frank F. 
Middleswart, E. I. duPont de Nemours & Co., Wil- 
mington, Del.; and Charles F. Fleckenstein, Standard 
Accident Insurance Co., Detroit, Mich. 

A large volume of audience questions following a 
session on personnel problems, was a measure of the 
great interest in this session, which heard Emma Lee, 
Vera Green, and Ella Swanson. Each of these women 
presented the personnel picture in her own organiza- 
tion and capably handled floods of questions. 

Dr. Sudimack blueprinted the programs for thor 
ough health examinations for prospective employees, 
as well as subsequent periodic examinations and a 
safety program on the job. In the course of his talk 
he referred to statistics showing that office work was 
more hazardous than work in electric power houses or 
the construction industry. The only four occupations 
more hazardous than office work, Dr. Sudimack re- 
vealed, are mining, lumbering, quarrying, and the 
production of cement. Disabling injuries among 
white collar workers are 2.60 for each million man- 
hours worked. 
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Mr. and Mrs. Clifton Cox, management consultants 
of Newark, N. J., and Edmund H. Plant, Eastman 
Kodak Co., Rochester, N. Y., contributed to a ses- 
sion which drew much favorable comment for the 
balance of the conference. In a dramatic demonstra- 
tion of wasted motion and improper application to 
office work, the Coxes sought to prove that a program 
of methods improvement should retrieve up to 50 per 
cent of the employee’s lost productivity. ‘They de- 
scribed a sixteen-hour program by which a company’s 
office effort could be raised to a high level of efhciency, 
with waste time and motion kept to a minimum and 
with a resulting economy of employees, who could 
then be moved to other jobs in the organization. 

Mr. Plant held that management has a responsi- 
bility beyond that involved in preparing correct re- 
ports and statistics. This is the responsibility of 
making such information so easily understood and so 
acceptable that it will be readily received and used 
by those for whom it is intended. All who heard Mr. 
Plant’s presentation felt that it was itself a good ex- 
ample of the sort of thing he suggesed. 

The case for office standards came in for generous 
treatment by way of a repeated session for the benefit 
of those Noma-ites who otherwise could not have at- 
tended. That this was a worth-while effort was evi- 
denced by the heavy attendance at both sessions. It 
was pointed out that office standards are approaching 
the point where in the near future they may be ac- 
cepted as national standards comparable to those in 
force in many lines of endeavor. Noma-ites were urged 
to send in their own company standards for examina- 
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tion by the committee; to pass on all good ideas on 
standards, because the committee is anxious to know 
what Noma members want in the way of office stand- 
ards; to serve on standards committees to expedite the 
job; and to publicize in every way possible the suc- 
cessful application of standards. According to Charles 
E. Hilton, American Standards Association, secretary 
of the office standards project, this conference was the 
first at which office standards has been given treatment. 

The office equipment exposition, arranged on the 
basement level of the Public Auditorium, was con- 


Dr. and Mrs. Lee Galloway. 
Noma Fellowship. 


He won the 


Sa. 


sidered to be the most comprehensive which the asso- 
ciation has held to date. Demonstrations of a great 
range of mechanized office equipment went on before 
large, interested audiences. An announcement in the 
conference program emphasized the growing accept- 
ance of the Noma exposition as an increasingly im- 
portant show medium for many manufacturers. 
(To page 62) 


ny Harry L. Wylie, winner of the Leffingwell Medal. 
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Horace J. Brogley, National Director, Conferences and 
Expositions. 


“AMONG THOSE PRESENT” 


OPPOSITE PAGE: 


Left column, top to bottom: 

The new Noma president's family were on hand to share the plaudits 
of his election. W. Miller Bennett, Inland Container Corp., Indianapolis, 
Ind.; Mrs. Bennett; Norbert Sprouse, Joanne Bennett, Richard Holland- 
beck, and Bonnie Bennett. The two young men came with the Bennetts. 
R. L. Forster, Ebasco Service, New York, past president of the New York 
chapter, stands behind this group. 

Cc. F. Bove and H. H. Wilson, Davison Chemical Co.; Mrs. Helen T. 
Hearn, Baltimore Department of Education; and Mrs. Chester Grassmuck; 
all of Baltimore, Md. 

Rudolph Lang, secretary, National Business Show; and C, M. Skade, 
S. H. Kress & Co., = ,- ag York; Vaughn Fry, editor of NOMA's 
Forum, Philadelphia; - . Smythe, Mid-West manager for OF- 
FICE MANAGEMENT a EQUIPMENT Chicago. 

Mrs. Robert Brown, Bob Erown, Bird Coal Co., Philadelphia, one of 
Noma's new area directors; David E. Griesemer, Babcock & Wilcox Co., 
New York, past president of New York chapter; Walter Kammenisch, 
Walter Kammenisch & Co., and Mrs. Kammenisch. 

K, P. Jordan and Walter Emmerling, both of Procter & Gamble, Cin- 
cinnati; and Bob Steubing, Union Central Life Insurance Co., Cin- 
cinnati, past president of Noma. 

Center Column, top to bottom: 

Charles Haverin, Metropolitan Life Insurance Co., New York, president 
of OEA, New York chapter of NOMA; Elmer Helm, Shell Oil Co., Inc, 
past president of the chapter; and Hugh Warner, NOMA staff man from 
Philadelphia, in charge of research. 

Hugh A. Wichert, Fairmont Foods Co., Omaha, Neb., past president 
of NOMA; Miller Bennett, and William H. Evans, NOMA's executive 
vice-president. ° 

Leta Stroben, Globe-Wernicke Co.; Homer Harrison, Kenneth H. Ripnen 
Co.; and Edith Harper, Scott-Forsman Co., all of New York; and Mr. and 
Mrs. F. L. Haskell, Wallace Barnes Div., Associated Spring Corp., 
Bristol, Conn. 

Arthur Porter, Hood Rubber Co., Watertown, Mass., Noma's National 
Program Committee chairman; the Rev. James H. Garner, assistant 
pastor of the Old Stone Church, Presbyterian. Cleveland, Ohio; and 
A. C. Spangler, Noma staff man in charge of Conferences and Exhibits. 

Noma's Salary Survey Committee: Hugh Warner, Philadelphia staff man; 
Jack Davidson, E. |. duPont de Nemours, Newark, N. J., president of 
Noma's Newark chapter; G. J. Maley, Briggs & Stratton Co., and David 
Blattner, American Appraisal Co., both of Milwaukee, Wis.; and Neil 
Ingerman, Ohio Bell Telephone Co., Cleveland, Ohio. 

Panel speakers at the session covering personnel: Ella Swanson, Carson 
Crockery Co., Denver, Col., president of the Denver chapter; Emma Lee, 
Johns-Manville Co., San Francisco, president of San Francisco chapter; 
and Vera V. Green, Botwinik Bros. of Mass., Worcester, Mass., past 
president of the Worcester chapter. 

Riaht Column, top to bottom 

H. F. Fickel, Cleveland Switchboard Co.; H. R. Davies, Westinghouse 
Electric Corp.: L. A. Keefe, Thompson Products Co.; and W. M. Red- 
field, Ault & Wiboraq Carbon & Ribbon Corp., all of Cleveland, Ohio. 

Ray Hooper, Pacific Mills, and Sam Goodman, M&M Transfer Co., 
both of Boston: C. O. Libby, Tennessee Valley Authority, Memphis, Tenn.: 
and John Pierce, management consultant. Boston, Mass. 

Ray Guignon, L. A. Young Industries of Canada, Ltd., Windsor, Ont., 
gets some information from the Cleveland Conference committee. 

Ray Leach, York Corp., chairman of the Exhibitions Committee, spoke 
at the opening session. 

Edward G. Nourse, former Presidential Economic Adviser, makes his 
keynote address. 

Harry L. Wylie, Pure Oil Cé., Chicaao, Leffingwell Medalist; Ken Willett. 
Hardware Mutuals, Stevens Point, Wis.. past president of NOMA, and 
Father Murphy, Cleveland priest who aave the invocation, were presented 
with leis by Loraine Langstroth, of Noma's Honolulu chapter (not pic- 
tured) at the Chaper Presidents’ Dinner. 
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(See captions, page opposite) 
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“MUSIC WHILE THEY WORK” 


f 


By GRACE BUCKLEY 


In the wire and order department. 


FOLLOWING ITS POLICY of giving employees, as 
well as customers, service that they like, Merrill 
Lynch, Pierce, Fenner & Beane, of 70 Pine Street, New 
York, the world’s largest brokerage house, which not 
so long ago opened its 100th branch, provides music 
piped over telephone wires by Muzak Corporation to 
all its backstage departments, where approximately 
650 people are engaged in unspectacular but highly 
essential office tasks. Lacking the stimulus of customer 
contacts, shared by many other of the 400 employees 
making up the remaining headquarters personnel of 
“We, The People”—Wall Street’s popular nickname 
for this house with its eighty-eight partners—they find 
music especially valuable to offset routine and relieve 
monotony and fatigue, says Roger Williams, who has 
charge of the music system. 

The firm’s first installation, made in the cashier’s 
department in 1946, was experimental, the result of 
a study of functional music. A survey later in the 
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year brought enthusiastic comment from 114 of the 
116 employees responding. Then the company ex- 
tended installations through the other backstage 
departments — accounting, clearing house and com- 
puting, mail and stencil, margin, new accounts, tabu- 
lating, wire and order, and stenographic, with the 
exception of the Dictaphone section. 

Most of these departments are noisy in some degree 
or include some noisy equipment. Mr. Williams rates 
the new accounts department first for noise, with the 
tabulating department running neck and neck. The 
mail and stencil department has its characteristic clat- 
ter, and teletypes and tickers are in constant action in 
the wire and order department. This noise is punctu- 
ated with excited shouting as the day’s pressure 
mounts. 

Now music draws attention from the cacophony 
without distracting from work. It is on the job twenty- 
four hours a day in the tabulating department, where 
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for offices of “We, the People” 


Merrill Lynch, Pierce, Fenner & Beane, world’s largest 
brokerage house, finds musie has charms in office operation 


a night shift is employed, and usually plays to g or 10. —_ a speaker go off, and the speed and urgency with which 


at night in the busy mail and stencil department. In- resumption of music is implored reveals its real signifi- 
formal comments of supervisors and employees, says cance. 

Mr. Williams, show that gg per cent of the backstage Attention given to the regulation of volume con- 
personnel definitely like music while they work. ‘They tributes to the effectiveness of this functional music. 
may seem scarcely aware of its rhythm—but just let (Turn to page 64) 


Left: Where music goes out to sub- 
scribers’ offices from Muzak. Below: 
Busy hours in cashier’s department 
at Merrill Lynch, Pierce, Fenner & 
Beane go by more pleasantly to ap 
propriate music. 
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MAIL OPENER 

a new product of Wilson Jones Co., 3300 Franklin 
Blvd., Chicago, is called the Marvel. It opens 
varied sizes of envelopes without the need of sort- 
ing to a set size. It shears off a thread-like edge 
from envelopes up to 12 inches long. The modernly 
designed case is of die cast aluminum with a grey 
baked enamel finish. Working parts are made of 
hardened, plated steel for long life. 


DIRECTOR'S TABLE 

available in four sizes, 96 x 42 (shown), 84 x 42, 
72 x 36 and 120 x 48-inches, is a product of the 
Myrtle Desk Co., High Point, N. C. The 72 x 36- 
inch, two-pedestal models come in walnut or oak 
finishes, and the 120 x 48-inch type in walnut only. 
Besides its massive, modern styling, the table offers 
such construction features as adjustable screw-type 
glides that permit its being leveled on any type of 
floor. It it shipped knocked down and is easily 
assembled. 


COPY-FITTING MANUAL 
for anyone who has to fit copy for the printer. 
A product of Arthur B. Lee, 55! Fifth Ave., New 
York, this book has 58 pages, is plastic spiral bound, 
and is printed in two colors. It shows over 1350 
popular Foundry, Linotype, Intertype, Monotype, and 
Ludlow type faces including capitals and small caps, 
in sizes 4 to 24 point, all arranged alphabetically 
so the relative character counts can be seen at a 
glance. The character counting gauge (see illus- 
tration) has 36 separate scales, each of which can 
be directly applied to any type layout, giving accu- 
rate visual control. Besides counting characters, it 
scales count elite and pica typewritten copy, agate 
lines, and number of lines of body type. Gauge is 
contained in a handy envelope jacket bound into 
the book. Book, together with gauge, retails at 
$4.95. Full information from company. 


SPEAKERS’ STAND 

for a variety of uses in offices, schools, hotels, and 
lodges, is made of straight-grained walnut veneer, 
finished in light walnut and in straight-grained light 
oak, finished in light oak. Two-thirds of the top is 
sloped for easy reading, with a horizontal surface 
for speaker to place his watch. Upper shelf is 
convenient for water pitcher and lower shelf is re- 
cessed for ample foot room. Height is 46 inches, 
width 28, and depth 20!/,. From the Ideal School 
Supply Co., 8320 Birkhoff Ave., Chicago. 
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the Printline Co., 22 West 22nd St. New York, 
has announced the Snaporator, a machine designed 
to automatically snap apart a stack of one-time 
carbon interleaved forms. It is particularly valuable 
during peak loads when the unavoidable task of 
separating and often spoiling sets by hand is con- 
trasted with the machine's efficiency. Operation 
is simple. 
moves forward and down on forms. On upstroke 
of lever, jaw closes and grips stubs, and with same 
movement, stubs and carbons are separated. Ma- 
chine, which will accommodate any size form, is port- 
able, weighs 8 pounds, is precision built. 
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STEEL OFFICE FURNITURE 
being produced by the Berger Mfg. Division of the 
Republic Steel Corp., Canton, Ohio, is the result 
of one of the most thorough and complete jobs of 
preliminary investigation, experimentation, and final 
redesigning by the noted development engineerin 
organization, Designers for Industry, Inc., Cleveland 
The new 5000 series is completely new furniture 
which was built with the all inclusive object of being 
of maximum attractiveness and extreme flexibility. 
Among the new features of the desks are a specially 
designed drawer file compressor; a preloaded ball- 
bearing for drawer suspension; linoleum covered desk 
and table tops; eye-ease colors; variation of pedes- 
tals and legs to provide optional right or left hand 
desks; roll front of top; tapering end panels; rounded 
drawer fronts; platinum grey finish; adjustable desk 
height from 29 to 30!/2 inches; optional 9-inch over- 
— on both ends and rear of desk, and many 
others. 


FOR DE-LEAVING FORMS 


As one lever is moved down, open jaw 


LEXIKON ELECTRIC TYPEWRIER 


produced by the well-known European manufactur- 
ing firm, Ing. C. Olivetti & Co., Ivrea (Turin), Italy, 
has many features. They include all electric con- 
trols, including spacing bar and back spacer; car- 
riage mounted on ball-bearings; sound-absorbing 
platen and cover; automatic line spacing; automatic 
return of key to proper place; electrically fed rib- 
bon; numbered dial which controls speed of type- 
bars, depending upon the number of carbon copies 
required. The machine is supplied in a pale French 
grey color, with great care being given the finish. 
The company's general representatives for this coun- 
try are the Olivetti Corp. of America, 580 Fifth Ave., 
New York. 


eae * s a a ae i ae a 4 = Pa = ae i 7 ig < ; 3 4 oi “; 
: % ; * a a . oe bd = we, -  e - Fi 2 & # a 
| hi 7 
~ new things in the news 
SS eae <A LL eee 
— =< = | Test Be 
= pis ae 
—— — . 
’ —— ( 4 | 
— : ~> * : 
= ~—S = He | 
—F - a ; — : . 
i nf om 
Palas Pi. gaer ? * os : ve ae re Y ar 
Re ’ > : 
! li j ] | | 
= 4 a « 
, . is . " - , 
‘ ; 2 i ee x 
*s - \ \ a 7 . . th Pa ee te : "i “it 4 lee ’ 
| rad i» ; aia ny iin. ’ 
% 5 : ° P e y = } i Ff ase 
‘ia ee ’ GF, = | f : fe a a 
——— bai et - Se — sae 4 ae fur } u 
= ae Pr 
ee om sp ie: * 
, Bs. Zi a ‘ . te é 
al 4 = } 
SSS fs 
i ‘, 2 4 A 
ww iY sor J . a. . < * @ 
Cte ™ y ws a 
( eyH- fay ee ge % 
me, . 
2 is a 
mm Bs: m 
0 ce 
| OFFICE MANAGEMENT AND EQUIPMENT 47 
} 


reews 


COUNTERFEIT BILL DETECTOR 
designed with a telephone-like numeral dial, is said 
to verify some bills in two seconds, but never more 
than ten seconds on any bill. Spuriscope, as it is 
called, has a dial system devised in accordance with 
the coded numbering and checking method employed 
by the Bureau of Engraving and Printing. Made in 
black plastic, with nothing to go out of order, it is 
priced at $5 from Stanat Sales, 254 West 54th 
St., New York. 


SALES REGISTER 

a pocket-size type, is being marketed by Moore 
Business Forms, Inc., 900 Buffalo Ave., Niagara Falls, 
N. Y. Register employs continuous tickets 4 x 6 
inches in size. Holds 100 sets of two-part forms or 
75 sets of three-part forms. User needs never 
change position of hand holding it to write the form, 
extract it, tear it off, open the file compartment, 
insert file copies, close compartment, and write 
the next set. A slight pressure on a recessed button 
will open this compartment. Machine is only 4!/2 
inches wide, 7!/2 inches long, and 15% inches deep. 
Has streamlined meial case. 


PARCEL POST SCALE 

from Commercial Controls Corp., Rochester, New 
York, is model 970, a fully automatic type with a 
70-pound capacity. It computes exact postage for 
all domestic zones on surface and air parcel post, 
third class, and book rate. Special charts adapt it 
for use in other countries. The entire mechanism 
is enclosed in a pressed steel housing. Features 
include chart illumination and magnifying lens for 
easy reading; assured weighing accuracy regardless 
of load position on platform; compact low design 
permits it to be counter-sunk to work table level. 
Has wrinkle finish in standard two-tone grey, and 
is priced at $215. 


FOLDING UTILITY CHAIR 

model 506, is made of heavy gauge tubing and 
finished in a highly polished chrome. It can be 
easily folded when not in use, and it is constructed 
in such a way that it will not tip. Has easy rolling 
casters. Seat and back are of Duran, and can be 
obtained in red, yellow, blue, or green. Height of 
seat is 18 inches; seat size is 12 x 13!/:-inches; size 
of back 7/4, x 14'/2-inches. From Marshallan Mfg. 
Co., 10700 Berea Rd., Cleveland. 
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WATER COOLER 

a non-compartment type, is just one of the many 
models produced for office and industrial use by 
the Great Bear Spring Co., 45 East I7th St., New 
York. Especially designed to occupy the minimum 
of floor space, Great Bear coolers have perfectly 
balanced moving parts so that vibration is eliminated 
and quiet operation assured. Proper temperatures 
are maintained by adjustable automatic controls. 
A variety of models, both bubbler and faucet types, 
are available, as are compartment and non-com- 
partment coolers. Full particulars can be obtained 
from the company. 


STANDARD TYPEWRITER 
manufactured by R. C. Allen Business Machines, Inc., 
$678 Front Ave., N.W., Grand Rapids, Mich., is now 
available for delivery. Features include a soft green 
color; Wonder-Window which enables operator to 
“see where margin is set at all times; easily re- 
moved cowl; minimum pressure for using space 
lever; built-in, adjustable card and paper holder, 
and individual key action tuning. Machine can be 
had with 11, 12, 14, 18, 22, and 26-inch carriages. 


UTILITY STAND 

model 1830, with a plastic impregnated plywood 
top and equipped with rubber cushioned glides, is 
a product of the Dependable Mfg. Co., Keeline 
Bldg., Omaha. Dimensions are 18 x 30 x 27-inches 
high. Model 2036 (not shown) is 20 x 36 x 27- 
inches high. The company makes a full line of 
stands, tables, posture chairs, and desks. 


RECEPTIONIST-SALESMAN DESK 

the Kingsley model, is 36 x 22 with adjustable height 
from 29 to 31 inches. Made of steel, it has three 
drawers, 9 x 3!/p-inches high. a thick linoleum top, 
and Beauty-Safe corners for elimination of clothing 
snags and injury to people. Available in grey or 
green, priced at $42.95, it is a product of the 
Futuramic Steel Products Corp., 1400 Atlantic Ave., 
Brooklyn, N. Y. 
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new things in the news | 


for office and industrial locations, is produced by 
the Bert Mills Corp., 400 Crescent Rd., Lombard, 
UL, and serviced by local distributors. Comparable «) 
in size to soft drink machines, this model shown is \ 


COFFEE BAR | 


78 inches high, 20 inches wide, and 22 inches deep. 
For 5 cents, employees have choice of black or 
regular coffee, with or without sugar and cream 
combinations. A minimum of 100 employees is 
generally considered necessary to support a machine 
of this type, the company says. 


FOR EASIER EMPTYING 

Nassau Fiber-Craft Co., Inc., Glen Cove, N. Y., pre- 
sents the Gripcan with rubber covered grips at the — 
bottom—one on each side. This style, G-150, also ; 

is mounted on four casters, has a 6-inch bumper band 
for added protection, and has two hand holes at the 
top. Made of sturdy wood fiber, Gripcan has a 
steel bottom and top ring and steel reinforced hand 
holes. Available in six standard sizes, with special 
types available on order. 


. TO SIMPLIFY TAX DEDUCTIONS Pod 
Ci a the Delbridge Calculating Systems, Inc., 2502 Sutton ; 
Ave., St. Louis, have produced this 34-page, hand- 
somely bound vol Combined Social Security 
and Withholding Tax Chart (Weekly Payroll Period). 
By its use, an accountant can instantly read off one 
Federal tax deduction and enter only one combined 

+. By bining these taxes in one item and 
thus eliminating the necessity of making two separate 
deductions, employers can effect a 46% saving in 
time and cost of recording their payroll deductions. al 
This combined deduction system was recently ap- 
proved by the Federal Government. Book is priced 
at $7.50. For monthly payroll period, it is $10. 
Full particulars can be had by writing to the com- 
pany direct. 


MACHINE DESK 

a fixed bed, all-purpose type, model 6550-03FBL, 
is new from Yawman & Erbe Mfg. Co., 1045 Jay 
St. Rochester, N. Y. Desk top measurement is 55- £ 
inches wide, with portion to the right of machine ; 
well being 30 inches deep. This’ well is slightly 
angled along front and inside edges for convenient 
positioning of machine. Has molded grey linoleum 
top, brushed chrome corner caps and binding strip, 
and adjustable island base. Machine well is linoleum 
covered and has an insulated hole for electrical 
wiring. Finish in Neutra-Tone grey. Right hand 
pedestal contains three card or box drawers. 


June, 1950 | } 


ell Pe aah iY), a i Pe 28 a eo . = an —s a ee. ans. Mig 
: ve “i ae ee ne aa oo Pa s pe ey i ae ER se 
eee, ce he oe ess, ay eA ae é . ; ee = : 
— ao i a a - = ae 
il a: . ts ee ae oe ee: Pi ang = i es ae ee ay 
ys - E i Z ae foe - cS . 7 4 ‘ 
a a 
; i ac y! ae 
. a 
7 F: 2 
y oi 
~~ } 
c-4 
ee 
Wigs 
aaa a iy SE STN RR RE RE AT RRR 8 RE SESS 
ok ca 
: Rid i 
Zs 
[> oT COFFEE S* 
. aid 
4 >. “9 ver : 
aay 7 j 
| a ‘eg ; is ‘a 
‘ >: / ohn " 
7 : pm ss — sme | 
bat | ‘tee om 
E a | t = on, 
os, —v | 
oo ; 
a 
a 
he. a | 
— a 
it y. f: : 4 
ve ing 
a , ‘* 
4 " ; 4 
a = 
er — 4 
rteney Sof 3 
Nae : a ; 
iat 2 b, - 4 
ya , ‘J 
4 i a 
: Se 
: a = 
¥ ” le poo 
ve ee Aa ss ee ee We) 
oe ™ - j ttt 344] SSS ee —!_—_ 
eS hd — saaaal| a 
aaa \ <a 4 : $3 #8 £8 1 | i ee 
Be ; : 3 . ‘° oe oe ce til | a. is: a | a eet eT r <a 
i -e* yo = is ii) icits | ees _--°&2&2#=7373£»e 
en ne 40m ee Sal ee een | ee, 3 4 
i i eel 
. . — | S sel JSS an . a nee ae 
; eae a ww ‘ iis cs soul | bs = al " Eee } “a i : 
aii ar ; ‘ig 7 ae Ss ag } 
i = . = <<] & a ‘ 
— _ © 2s / r 3A ie 
= i \ é wt <. - ae i. —- 
a <— a 
aos : 
. : 
e , 50 OFFICE MANAGEMENT AND EQUIPMENT 
a a 
_ q 
aa a 
; a 4 Poe ee 
- : . Be a 
Cs Re a : * Toa Ai = 2 cs ae. a ge eS ee ee a % 
ee ae & mn es a “i a eae eS 2 ie = SRI ae ae aa a 5 
oe a a ee a S| aS, ae ae RS eee 


The “AUDITOR'S” File No. 478 


Contains: Two ball-bearing letter size drawers; one double index drawer for 
3” x 5” or 4” x 6” cards (3200 Capacity); one drawer for cancelled checks or 
other records; one safe compartment with a combination lock (no key neces- 
sary—only you know the combination); also three adjustable storage com- 


partments under lock and key. 37%” high, 30%” wide, 17%” deep. Olive 
green or Cole gray finish. 


Prices 20% higher in Denver & West of the Rockies. 
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(The above can be used in conjunction with Cole's new development. See inside.) 
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With plunger-type lock 
which automatically 
locks all drawers No. 


BTBPA ..2..00000 $55.00 
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a COLE. STEEL. EQUIPMENT COMPANY — 
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The ““TREASURER’S”’ File No. 472 

Confatnee Tag ball- -bearing letter size drawers; a double 

index drawer for J” mS or 4” x 6” cards (3200 Capacity); 

a drawer for cancelled checks Smother r records; three ad- 

justable storage compartments with sately “took, 37" 

high, 3042” wide, 1742” deep. Olive green or Cole oy ~~ 
finish... $3995 ~~~. 


With plunger-type lock which automatically locks “ 
drawers No. 472-PL. $4745 ~~ 


P ee 


UTILITY CABINET, LEGAL SIZE No. 2716 

Consalent T7rdom drawers having inside dimensions 9” x 
3,” x 16”. Outside cabinet size 7% Aglr-3044”. wide, 

174,” deep. Heavy gauge steel throughout. Olive green or ee RN iin tees 


Cole gray finish... 34795 
Locking Bar which locks all 27 drawef..............000+ 


VALET 


SAFETY DRAWER CABINET No. 2717D 


Safeguards expensive tools and other valuables; 27 
roomy drawers having inside dimensions 9” x 32” 
x 16”, Protected by heavy steel, reinforced doors, 
equipped with a two-way locking device and para- 
centric lock. Olive green or Cole gray finish, Size 
374” high, 30Y,” wide, 1744” deep........°F 59> 


FREE CUTS, NEWSPAPER MATS OR 


7 PHOTOGRAPHS OF THE ABOVE The “BANKER’S” File No. 473 
aa AVAILABLE ON REQUEST. Contains: Three letter files on ball-bearing rollers, 
plus three adjustable storage compartments under 
e lock and key. Size 374%” high, 30)” wide, 171)” 


: 7 $ 95 
deep. Olive green or Cole gray finish....... 36 
9, 
PRICES 20% HIGHER IN With plunger-type lock which automatically locks 


DENVER & WEST OF THE ROCKIES ee) en | 
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DOUBLE SALES. 


WITH 


COLE'S NEW INVENTION 


Every time you ship a Cole cabinet, your cus- 
tomer will want to add Cole's new invention. 
A bookcase which firmly interlocks with any of 
the units illustrated. It creates valuable space 
=~ out of waste space. Your customer will thank 
you for his purchase as it will dignify his office. 


— 

— “6helyes are 30'2~ wide, 9” deep and are ad- 
justable off ® «centers (additional shelves can 
be added). Total heighPetbeth units after the 
bookcase section is attached to TH? eshinet is 
87 inches. No. 9X Bookcase unit only....1 9% = ~ 


—— Also available are shelving units for supplies, 
a men ~sonigining two adjustable shelves 30 ” wide, 
16° deep, forming Three-eompariments. Overall 
height when attached to your Cole unit is — 
inches. Olive green or Cole gray finish. No. 16X 
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f 
The “PRESIDENT'S” 
File No. 474 


Contains: Féur ball-bearing 
letter size drawers; one dov- 
ble in@ex drawer for 3” x 5” 
or,” x 6” cards (3200 Ca- 

city); one drawer for con- 
celled checks or other records; 
one safe compartment with a 
combination lock (no key nec- 
essary —only you know the 
combination. 37%” high, 

” . ” 

nae He kag, Capisne Illustration of a No. 9X Bookcase interlocked with 
Sleish $5950 a No. 349L Storage Cabinet. Other illustrated 


units can replace the No. 349L, 
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No. 370— Equipped with 
a plunger type lock which 
automatically locks all 
drawers No. 370-PL 


$ 5 


mn ¥f°33” 


Cole's new, streamlined 330,000 foot plant on one floor 
enables us to bring to you the popular Junior Secretary 
at a new low price. Equipped with two ball-bearing 
letter files, a card drawer (3200 capacity) for either 
3°x 5’or 4°x 6 cards. Three adjustable storage compart- 
ments with lock and key. (Additional shelves available.) 
Size 30%" wide, 32/2" high, 17 ¥2" deep. Olive green 
or Cole gray baked enamel. 


Prices 20% higher in Denver & West of the Rockies. 
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Tools 


DUPLICATORS 


Addressograph-Multigraph Corp., 1200 Babbitt Rd., 
Cleveland, Ohio 


Hultigraph Duplicator Multilith Model 80 


@ Floor space, 19” x 29”. Full metal construction. Com- 
pact streamlined design. Neutral brown finish. Storage 
space for supplies in Cabinet. Simflo Control automatically 
maintains balance of ink and moisture through a simple set 
of rollers. Uniform color automatically maintained. Elec- 
trically powered. Uses Multilith duplicating process gripper 
fingers for accurate alignment. Immediate production after 
periods of inactivity. Efficient automatic paper feeder pro- 
vides for the continuous feeding of 16- to 20-lb. bond papers. 
Can be immediately converted for the manual feeding of 
different sizes and thicknesses of paper, cards, and en- 
velopes. Speed, 70 copies a minute. Daily clean-up unneces- 
sary. Operating controls conveniently placed on one side 
of machine. Designed for departmental, systems and short- 
run duplicating. $635 and up, depending on how equipped. 
Other models. 


American Photocopy Equipment Co., 2849 N. Clark St., 
Chicago 


Apeco Speediliner Duplicator 


@ Makes copies up to 8%” x 14”. Machine is all metal con- 
struction; finished in grey hammerloid with chromium fix- 
tures. Spirit type duplicator. Can make copies in from one 
to four colors at one time, printing approximately 60 copies 
a minute. From 200 to 300 copies can be run from master. 
Speedliner is priced at $74.50, plus $4.47 Federal excise tax. 
Shipped complete with a supply of fluid, carbon master 
units and duplicator paper. 
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of the Office 


A continuing series 


This month: duplicating machines, 
whiteprinters and photocopying 
machines 


American Stencil Mfg. Co., 2714 Walnut St., Denver, Colo. 
Sure-Rite, Stencil Duplicator 


@ Measures 22” x 11” x 13” to the top of the drum; con- 
structed in durable steel and finished in office grey. Notable 
features include two patented static eliminators, automatic 
paper feed, automatic inking, quick paper setting from 
postcard to legal size without bolts or nuts to adjust, auto- 
matic reset counter, automatic impression releases. Price 
of the Sure-Rite is $79.50. 


Autocopy, Inc., 450 W. Superior St., Chicago 
Rudco Stencil Duplicator, Model 100 


@ Dimensions 36” length, 12” wide, 12” high. Made of 
heavy-gauge steel formed and electric welded into a rigid 
frame. Has black wrinkle finish and has a completely 
closed leak-proof cylinder which is mounted on ball bear- 
ings. Has automatic feed and is a rotary-operated ma- 
chine. Impression roller on the Rudco contacts the cylinder 
automatically, only when a sheet of paper is in printing 
position. Will reproduce 100 copies per minute. $85; $95 
with counter. 


Davidson Mfg. Co., 1020 W. Adams St., Chicago 
Model 225-B, Multiple Davidson Dual! 


@ Occupies floorspace 108” x 281%” x 5534” high. Weigh 
about 1,675 lbs. Maximum paper size accommodated 10” x 
14”. Feeder capacity about 5,000 sheets, 20-Ib. stock. 
Feeder is equipped with double sheet eliminator. Maximum 
size form that can be duplicated is 934” x 13”. Operating 
speed about 5,400 rph. With this dual arrangement it is 
possible to produce: both sides of a one-color job in one 
operation; two colors, one side, in one operation; one color, 
one side; another color, reverse side, in one operation. 
Other combinations can be accomplished with the use of 


Left to right: A. B. Dick model 450 on 

Model 25 cabinet; Addressograph Maulti- 

graph Model 80 Multilith; and Duplicopy 
Co.’s Model 
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DUPLICATORS 
Tools of the Oftice 


extra attachments, all at same high speed as on a standard 
Davidson Dual. An intermediate conveyor transmits paper 
from the first to the second unit face up or tumbled. Extra 
attachments available are: variable speed attachment; im- 
print chase assembly; numbering attachment assembly; 
mechanical paper jogger; and auxiliary vibrator ink roll. 


Dayton Typewriter Co., 516 Wayne Ave., Dayton, Ohio 
Model C Rotospeed 


@ Prints any kind or size of paper from post cards to 
9” x 16” paper. Aluminum alloy side frames and wheels, 
brass bearings and all metal construction, finished in wrinkle 
enamel and chrome plating. Has print adjustment plate— 
position of printed copy can be raised or lowered 3” by 
a simple adjustment. Automatic feed and automatic im- 
pression roll release. New type feed table holds up to 200 
sheets. Positive paper strippers. Priced at $59.50. 


A. B. Dick Co., 5700 W. Touhy Ave., Chicago 
Mimeograph Model 450—Model 25 Cabinet 
@ Model 450 2914” x 1934” x 17%” high. Model 25 Cabinet 
3134” x 205¢” x 2934” high. Made of hammered steel, grey 


finish, chromium trim. Automatic ink distribution and re- 
covery system in completely enclosed cylinder permits long 


Above: Rex-O-Graph, Inc., Lo Boy Model RES. Be- 

_low, left to right: Copy-Rite of Wolber Duplicator & 

Supply Co.; American Stencil Mfg. Co.’s Sure-Rite; 
and Autocopy, Inc.’s Rudco model 


runs without re-inking. Electric operation (optional) gives 
high speeds up to 180 copies per minute. Exclusive en- 
closed Roto-Grip paper feed for better operation. 500-sheet 
capacity, quick-loading feed table with efficient controls 
for fast loading. Copy counter records to 2,000 and shuts 
off feed when run is completed. Universal stencil clamps 
for fast, easy attaching and removing of stencils. _Single 
controls for lateral, vertical and angular copy position ad- 
justment. Designed for extra heavy production of typing, 
handwriting, lettering, forms—in black or color inks—with 
all weights of papers trom substance 16 to card stocks, in 
sizes ranging from 3” x 5” to 9” x 16”. 


Ditto, Inc., Harrison at Oakley Bivd., Chicago 


Model 14D45 A 


@ Hammered grey finish, stainless parts, ball-bearing 
rollers. Electric drive, automatic feed. Smooth, silent 
operation with new Velvet clutch, 100 copies per minute, 
bright copies assured by Ditto Magic Copy Control. Master 
clamp on drum of machine is opened and closed by foot 
pedal, freeing both hands for handling of masters. The 
price of the 14D45A with conveyor and low stand is 
$957.65, tax included. 


Duplicopy Co., 224 W. Illinois St., Chicago 
Model H-44 Liquid Duplicator 


@ Designed primarily for school and small office use. 
Employs all of the principles of operation and many of the 
features of the larger, more costly, duplicating machines. 
One roller moistener, without wick, enclosed concealed fluid 
tank, positive master clamp, floating self-adjusting pressure 
roller, die cast aluminum frame and drum are only a few 
of the advantages. Each copy is delivered face up with one, 
clockwise revolution of the handle. Price $99.50. 


Milo Harding Co., Los Angeles, Calif. 
Tempo Stencil Duplicator 


@ The motor and all other mechanisms are self-contained 
in frame, leaving the entire steel cabinet and independent 
unit for storage and stencil filing space. Has hammertone 
finish of dove grey, with pen-line trimming in cardinal red. 
All electric push-button operating control. Interleaver, 
which it is claimed automatically slip-sheets copies at speeds 
up to 180 per minute, is an integral part of this new ma- 
chine. The Interleaver may be turned back out of the way 
when not in use. Ink can be added simply while machine is 
in operation. Specially designed ink cradle holds full pound 
of ink but deposits just four ounces at one time onto main 
surface of cylinder. Cut-off plate inside cylinder controls 
the flow of ink for letter-size paper. Paper jobber with 
guides releases evenly stacked paper to the operator, with 
loads as high as 500 sheets of 20-sub mimeograph paper. 
Constantly turning feed roller contacts paper for the in- 
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DUPLICATORS 
Tools of the Office 


stant required to move the top sheet forward one inch. 
Raising feed table automatically adjusts itself to thickness 
of paper. Metal paper separators, instead of ordinary rub- 
ber retainer pads. 

Dual-controlled paper guides provide instant and accurate 
placement of copy margin, and there is a five-line adjust- 
ment either way from center, to raise or lower copy on 
the page. Visible dial counter shuts off paper feed when 
desired number of copies are run. Counter registers up to 
9,500 copies. Can be operated by hand if desired. Motor 
will operate only when hand crank is disengaged. No oil- 
ing necessary; Gramix oil-sealed bearings used throughout. 
All working parts case-hardened for wear resistance. Bo- 
dine motor. Operates from a standard wall plug, on 60 
cycle AC or DC current. Speed control ranges up to 200 
copies per minute. The all-steel cabinet has four shelves, 
each 21%” long, 1934” deep and 10%” high. 


Heyer Corp., 1850 S. Kostner Ave., Chicago 
Model C Lettergraph, Stencil Duplicator 


@ Takes small size paper to 81%” x 14” legal size. Copy 
can be run off at speeds of 100 or more per minute. Easy 
to operate autontatic speed, quick-set guides, and back-stop 
on large capacity feed table; simple inking arrangements: 
positive cylinder brake. Cast aluminum side frames, and all- 
metal construction. In new grey finish. Price $49.50, plus 
tax. Other models are available. 


Mimeo Mfg. Co., 401 Broadway, New York 
Model No. 30 Duplicator 


@ Dimensions: 18” long, 12” wide, 11” high. Aluminum 
frames, crackle finish, durable metal. Hand feed, hand ink- 
ing. Machine operation is simplest stencil duplicator on the 
market today,” maker claims. Price $29.50 plus excise tax. 


Niagara Duplicator Co., Concord, Calif. 
Model 250 Rotary Stencil Type Duplicator 


@ Height 45”, length 41”, depth 1614”; available only as a 
complete electrically driven machine. Main parts are, in 
order to maintain closest tolerances, die-cast of Zamak ma- 
terial. Bearings throughout are mainly of the self-lubricating 


(To next page) 


Above, left: ey 225-B, dual arrangement by Davidson 


Mfg. Co.; and Ditto, Inc.’s Model 14145-A 


Above: Heyer Corp. model on its own cabinet. 
Below: Milo Harding Co.’s Tempo, with cabinet 
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DUPLICATORS 
Tools of the Oliice 


type and the bearings for the main control shaft are of the 
phosphor bronze sleeve type. Cabinet and outside machine 
parts are finished in special air-dried lacquer. Outside oper- 
ating machine parts are chrome-plated. All operating parts 
of the mechanism are specially treated for rust prevention. 
All Niagara duplicators are rotary stencil type. Claim is 250 
copies per minute. “Pull” type feed, as opposed to “push” 
feed. Paper is pulled from front leading edge by primary 
feed rollers into heart of machine from where it is imprinted 
and again pulled into the receiving tray. Built-in duplicator 
lamp is adjustable to any desired position above stencil and 
disappears completely from sight at the rear frame of ma- 
chine when not in use. Dual pre-determining counter is 
a new Niagara invention having two sets of dials; one set 
counts the copies printed; other counts off the predeter- 
mined number of copies the machine has been set to print. 
Upon completion of the run, the counter shuts off the 
automatic feed, and also shuts off the motor. Niagara speed 
sheeter, operating at the top speed of the 250, will inter- 
leave the printed copies. There are other Niagara models. 


Old Town Ribbon and Carbon Co., 750 Pacific St., 
Brooklyn, N. Y. 


Liquid Process Duplicator 


@ Models are the 9H, 9F, and 9E Systems, hand or electric; 
take lightweight duplicator or card stock in any size up to 
9” x 17”; and models 14H, 14E, and 14E Systems, hand or 
electric, taking stock in any size up to 14” x 17”. All models 
are completely automatic with automatic feed, master paper 
clamp, silent clutch, and master ejecter. Hairline registra- 
tion is provided even on printed forms by a micrometer 
adjustment. Copy strength control regulates brightness 
of copies or length of run. Patented sheet separator guaran- 
tees single sheet feeding to eliminate wasting paper. Copies 
are delivered face up, one at each turn of the drum with 
electric models factory-set for 85 copies a minute although 
they are easily adjustable to other speeds. Automatic, posi- 
tive action fluid pump drives liquid through a fluid econo- 
mizer to ntoistening device, saves fluid. Sturdy and noise- 
* less in operation with lifetime lubrication eliminating any 
need for office oiling. Paper tray on all machines holds 250 
sheet and all have 1l-gal. fluid reservoir and reset copy 
counter. Available with regulation or sit-down cabinets. 
Next month this feature will cover bookkeeping machines, 
payroH machines and systems, intercommunication equip- 
ment, and_ pencil sharpeners. In August the equipment 
covered will be staplers, numbering machines and secre 
tarial posture chairs. 
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Above, left to right: L. C. Smith & Corona’s Vivid, Model 

918-LE; the liquid process model made by Old Town 

Ribbon & Carbon Co.; and Niagara Duplicator Co.’s Model 
150. Below: Mimeo Mfg. Co.’s Model 30 


ee 


Rex-O-Graph, Inc., 3727 No. Palmer St., Milwaukee, Wis. 
Lo-Boy Model RES Fluid 


@ Designed particularly for systems work as well as other 
duplicating. Motor-driven, completely automatic, yet can 
be easily changed to hand-feed as in systems work. New 
foot pedal control, single revolution operation sets the speed 
to operator's skill. Some of the work-saving features in- 
clude: Quick-Change Master Clamp and Guide, Extra 
Hand-Feed Tray, Automatic Counter with Audible Signai. 
Automatic Feed, Wide-Range Pressure Adjustment, and 
many others. Capable of handling tissue stock as well as 
standard and card stock up to 9” x 17”. Like all other Rex- 
©O’Graph duplicators it has the 100 per cent roller moisten- 
ing feature which provides instant starting. Rex-O-graph 
markets a line of more than twenty fluid duplicators, both 
in standard size and extra-wide models, hand and motor 


_ driven, at prices from $89 to $840. 


L. C. Smith and Corona Typewriters, Inc., Syracuse 1, N. Y. 
Vivid Liquid Duplicator, Model 918 LE 


@ Dimensions: 14” high, 20'2” wide, 27” long. All mecha- 
nism enclosed Liquid reservoir holds a gallon. No bottle, 
jets, or wicks. Liquid is uniformly applied by train of roll- 
ers. Machine copies to extreme edges. and top and bottom 


‘‘of sheet. Has dial’ type impression regulator, adjustable 
“feed rolls, complete rotation of drums’ for up and down 


registration, right and left paper guides with micrometer 
adjustments, reset copy counter and baked enamel finish. 
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DUPLICATORS 
Tools of the Office 


Vivid’s master copies are made by typing, writing or 
drawing on a sheet of paper, under which has been laid, 
face-up a sheet of liquid type hectograph, carbon paper. 
Carbon produces a reverse master on the back of the sheet. 
Master sheet is fastened to the cylinder of the Vivid Liquid 
Duplicator and paper is automatically fed through a roller 
moistening mechanism which deposits a film of Vivid 
duplicator ffuid on the surface. This moistened paper comes 
in contact, under pressure, with reverse master on drum of 
machine, thereby producing copy, which is delivered face- 
up in receiving tray at the rear of machine, 350 to 500 
copies can be produced from one master, or a lesser num- 
ber produced and the master reused at later dates. Moisten- 
ing is self-starting and completely automatic. Capacity 
ranges from 3” x 5” to 9” x 18”. Speed 70 copies per 
minute. Price, $545, plus tax. Special copy elevator and 
enclosed cabinet stand are available at additional charge. 


Wolber Duplicator and Supply Co., 1201 Cortland St., 
Chicago 


Copy-Rite Liquid Duplicator 


@ Aluminum side castings. Aluminum drum. Chrome- 
finished metal parts. Copy-Rite liquid duplicators are roller 
moistening with no wicks nor pumps. Copies delivered face 
up—one copy for each turn of the handle on hand-operated 
machines. Five models ranging in price from $124.50 to 


$369.50. 


ADDRESSERS 
Tools of the Olftice 


re-use over a period of several years. Price $46.37 complete 
with supplies for a 500 name mailing list. 


Weber Addressing Machine Co., Mt. Prospect, Ill. 
Weber Addressing Machine, Model A-2 


@ Dimensions, 114%” x 11%” with a 9%” height. The 
weight is about 12 lbs. Sturdy made of cast aluminum, steel, 
brass and rubber. Addressing list is in handle of machine 
which gives operator full control of list at all times. Clear 
lucite transparent pressure plate allows operator to see the 
address to be imprinted. Machine has three-position ‘uid 


Weber 
Model A-2 


control which allows operator to apply the proper amount 
of fluid to the mailing piece. Has an adjustable marginal 
back guide which allows operator to position the address 
on the proper spot on the mailing piece depending upon 
its size. Has automatic ejector device which automatically 
ejects each piece after it is addressed. Machine uses spirit 
process. From one typewritten mailing list user can get 
100 addressings. Operates at rate of 1,000 to 1,500 ad- 
dressed pieces per hour. The user can set up mailing lists 
on address rolls which will handle 500 names on each roll. 
Machine sells for $39.95 f.o.b. Mt. Prospect. Supply kits for 
500 names is $7.55 extra. 


Master Addresser Co., 5508 Excelsior Ave., 
Minneapolis, Minn. 


Model 40 Master Addresser 


@ About 8” x 12” x 10” high over-all. Weight about 10 Ibs. 
Constructed of aluminum castings and heavy gauge steel 
stampings. Finished in black crinkle enamel and _ nickel. 
Has adjustable margin guide to allow positioning of address 
anywhere up to 414” from top or bottom of mailing piece. 
Prints addresses or other information from a paper master, 


The 
Model 40 
Master 
Addresser 


using the same principle as the spirit duplicator. Ordi- 
narily, addresses are prepared on a long strip of master 
paper which will accommodate 500 addresses. However, 
for addressing statements and the like, a master slip can 
be attached directly to a ledger card or other reference 
source. Prints addresses at speeds up to 1,200 an hour. 
Masters can be reused up to 100 times, can be stored for 
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WHITEPRINTERS 
Tools of the Office 


Charles Bruning Co., Inc., 4700 Montrose Ave., Chicago 


Whiteprinter Volumatic, Model 93 


@ Dimensions: Over-all depth is 89%”. (This includes 
feedboard and rear receiving tray when extended; receiving 
tray is 30” deep.) Over-all width is 92”. (This includes 
feedboard extending 12” an each side of machine.) Over-all 
height is 68”. Net weight is 2,125 lbs. Construction is of 
heavy gauge steel, enameled in two-tone grey hammertone. 
Variable speed transmission allows stepless speed variation 
from 0 to 30 feet per minute. Sheet separating device auto- 
matically original from the BW 
medium after exposure. A built-in constant wattage trans- 
former operates lamp at maximum rating, 
voltage fluctuations. 

The Model 93 reproduces any original which consists of 
writing, printing, typing or line-drawings upon paper, cloth 
or film up to 42” in width. Price $4,880 f.o.b. Chicago. 
Other smaller models. 


separates sensitized 


despite line 


Ozalid Division, General Aniline and Film Corp., 
Johnson City, N. Y. 


Ozalid Streamliner 


@ Width 62”, height 51”, depth 36”, weight 780 Ibs. Dry 
Processing copying. Constant printing speeds, despite vary- 
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Left to right: Paragon-Revolute Corp.’s Rocket; Charles Bruning Co.’s Model 93; and 
the Streamliner of Ozalid Div., General Aniline & Film Corp. 


WHITEPRINTERS 
Tools of the Oifice 


ing power-line conditions, are now made possible by the 
new Streamliner. Such constancy is assisted by a constant 
wattage transformer to control voltage fluctuations within 
the, 200-250-volt range; the stabilizer is standard equipment 
on all new models. Some other features are: non-stretching 
and non-slipping molded “V” drive belts to maintain con- 
stant speed ratio, instantaneous speed control permitting 
quick changes in operating speed from 0 to 10 feet per 
minute, vacuum box sealing preventing leakages, stainless 
steel parts, attractive, durable finish. Entire machine is 
designed for quick removal and replacement of parts when 
necessary, designed for both efficiency and operator safety 
and comfort. Anything typed, written, or drawn can be 
copied directly on the Ozalid Streamliner, if on translucent 
material; an inexpensive intermediary step may be used 
for opaque originals. All prints are processed in the same 
easy manner with no machine alterations required. 


Paragon-Revolute Corp., 77 South Ave., Rochester, N. Y. 


Revolute Rocket 


@ For exposing and processing dry diazo materials. Will 
handle originals up to 42” in width by any length at speeds 
up to 18 lineal feet per minute. Rocket is 67” high, 70” wide, 
33” deep, and weighs 1,025 lbs. Cast aluminum frames are 
jig-drilled and precision-type sealed pre-lubricated ball 
bearings minimize maintenance. It is painted in a erey 
wtinkle to harmonize with other office equipment. The 
Rocket copies translucent originals such as letters and 
office forms in a matter of seconds by passing light through 
the original onto sensitized paper which is subsequently 
carried in contact with ammonia vapor to produce positive 
prints in blue, black, or brown on a white background. 


PHOTOCOPIERS 
Tools of the Office 


American Photocopy Equipment Co., 2849 N. Clark St., 
Chicago 


Apeco Copy Cabinet 


@ 18” deep, 26” wide, 36” high. Welded all metal construc- 
tion with gold hammerloid finish and chromium trim 
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throughout. Has a divided top with both sides opening out 
to form compact photocopy unit. (See cut.) At left of open 
unit, is the photocopy machine, in center is a set of patented 
vertical tanks and at right is a rotary dryer. In addition to 
these units, there is also included a set of six stainless-steel 
print holders. Copy-Cabinet operates on simplified photo- 
graphic principle enploying the use of diffused light to ex- 
pose sensitized paper. Chemicals are contained in two slot- 
like processing tanks plus one tank for water. The unit is 
always ready for instant use and chemicals last for two 
or three months. Hands need never touch solutions, 


Haloid Corp., Rochester, N. Y. 
Foto-Flo Model C Photo-Copying Machine 


@ Makes photocopies of anything written, printed, typed, 
drawn or photographed, of black and white or multi-colored 
copy. No dark room required. Speed range is from 1% to 
5 prints a minute, depending on development time which 
is automatically controlled. Prints up to 18” x 24” can be 
made. If smaller-sized printer are desired several pieces 
of copy can be placed on copy board and photographed at 
one time. This company makes other types of reproduc- 
tion machines and equipment. 


Duophoto Corp., 30 W. 25th Street, New York 


Photocopying Units 


@ Various portable models are: “Commercial,” “Commer- 
cial DeLuxe,” “Legal,” “Legal DeLuxe,” “Magna” and 
“Magna DeLuxe.” Also make vacuum seal reflex printers 
in several sizes from 24” x 30” to 40” x 60”. Sizes (copying 
surface) are: 10° x14", 11°. x 0, 1" x 1%”. D «i, 
22” x 24” and 20” x 24”, respectively. Operate on AC or 
DC. Plug in on any socket. Units furnished in either 
110 or 220 volts. Automatic timing device turns off lights 
when proper exposure has been completed. 


Duophoto’s 
photocopier 
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Victor Safe and Equipment Co., No. Tonawanda, N. Y. 
Viseco Photo Copy Reproducer 


@ Makes identical copies of anything written, drawn, 
printed, typed or photographed on one or both sides. These 
copies can be made in any room or office without the neces- 
sity of any dark room. Duplicate prints can be made from 
any original up to size 914” x 15”. Weighs 17% lbs. Con- 
structed of metal with an enduring black crinkle finish and 
is equipped with convenient carrying handles. Mechanical 
timer assures uniform exposure on all prints. No special 
bulbs are necessary—ordinary 25-watt bulbs are used, but 
a scientifically designed and tested arrangement of lights 
give uniform diffusion of illumination over entire print area. 


Top to bottom: The 
Apeco copy cabinet of 
American Photocopy 
Equipment Co.; the 
Viseco photocopier of 
Victor Safe & Equip- 
ment Co.; and Foto-Flo 
Model C of the Haloid 
Corp. 
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for the 
slickest 


Here’s a modern work-saver that 
saves time and money on your 
systems work and all office duplicating. Streamlined, 
“feather-light” in operation, Model “R” is highly versa- 
tile. Provides amazing accuracy on tissue stock as well 
as standard and card stock up to 9” x 17” sizes. Has all 
the famous REX-O-graph features: Quick-Change 
Master Clamp and Guide, 100% roller moistening, auto- 
matic feeding, automatic counting with audible signal, 
only 4%” stripping margin and many others. You'll check 
it as one of today’s biggest buys in duplicators. 

New Foot Pedal Controlled Systems Duplicator 

For even greater simplification in systems work, REX-O- 
graph offers the new motor-driven Model RES with its 
own low base for “sit down” operation. It can be quickly 
changed from systems hand feed to automatic feed and 
operated with the single revolution foot pedal control 
for extra convenience. 

Ask your dealer to demonstrate the REX-O- 


graph that suits your need exactly. Twenty 
models priced from $89.00 to $840.00. 


REX-O-graph, Inc. 


3739 N. Palmer St., Milwaukee 12, Wis. 
SUPERIOR FLUID DUPLICATORS AND 
SUPPLIES FOR SUPERIOR RESULTS. 


Wilt. gain at ay al 
with perfect registration every time. 
Lettergraph Post Card Printer is handy and inex- 
pensive . . . has hundreds of uses in busi- 
ness, schools, clubs, churches, etc. 


Quick and accurate . . . this portable printer is 
popular wherever clear, low-cost dupli- 
cation is required. 


Write for Complete Catalog 
Offered by Leading Dealers Everywhere 


THE HEYER CORPORATION 
1848 South Kostner Avenue * Chicago 23, U.S.A. 
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NOMA MEETING 


(From page 42) 
“Official cooperation between NOMA and three 
major trade associations of the office machinery and 
equipment industry was achieved in 1950,” the an- 


nouncement read. “These associations are the Office 
Equipment Manufacturers’ Institute, the Metal Busi- 
ness Equipment Industry, and the Wood Office Furni- 
ture Institute. 

“Under the close working agreement now operative, 
OEMI, MBEI, and WOFI plan to make the Exposi- 
tion the ‘All Purpose Business Show of 1950... Mem- 
bers of these groups are giving recognition to this 
event, through participation as the key show of the 
year nationally. 


Left: Mr. and Mrs. Clifton Cox 
dramatize a work simplification 
situation 

“Informal cooperation among the four associations 
has been in effect since 1946,” the announcement con- 
tinued. “Formal action to make the relationship of- 
ficial was taken since the 1949 Conference and Expo- 
sition.” 

The thought which has always gone into the organi 
vation of Noma Conferences was demonstrated this 
year by a re-arrangement of the closing luncheon. 
Previously held in the headquarters hotel, it was 
moved to a large area in the Auditorium on a_ floor 
above the exposition. Served buffet style, the luncheon 
enabled the great majority of Noma-ites to spend more 
time at the show. 


NEW OFFICES FOR PHILIP MORRIS 


(From page 37) 


The new offices were designed and decorated with 
the “teamwork feeling” dominantly in mind. 

One of the outstanding features of the new Philip 
Morris headquarters is the noticeable reduction in 
private offices. Only Alfred E. Lyon, chairman; Mr. 
McComas, and the other company officers have been 
provided with private offices—and these are grouped 
at one end of the third floor. All other executives 
work in the open areas, together with their secretaries 
and aides, in a visible application of “teamwork.” 

Although private offices are few, there are plenty of 
conference rooms so that there can be privacy if re- 
quired. 

The use of color is striking. ‘These colors were de- 
veloped by Egmont Arens, famous industrial designer, 
according to a scientific system of color coordination 
based on the psychological effects colors have on peo- 
ple. 

The executive offices are each decorated in a dif- 
ferent color scheme. In the main work areas, to create 
a cheerful mood, there are sunny green colors inter- 
spaced with deep greens to give the effect of sunshine 
on leaves and grass. ‘The end walls are in reddish 
shades of autumn brown or rust as part of the plan- 
ning to avoid eye strain. Floors are covered with a 
plastic flooring, especially made for Philip Morris, in 
a special shade of green to reflect the fluorescent light- 
ing without causing eye strain. 

The recreation rooms are done in coral tones, re- 
lieved by rusty brown. 

But most unusual of the departures from normal of- 
fice decoration is the board room. In many com- 
panies this room, opened only once a month for meet- 
ings of the directors, is an ivory-tower-like place that 
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most employees feel they must go by on tiptoes. ‘That 
will not be the case at Philip Morris. 

The familiar long, shiny table, with equally familiar 
individual ink stands and pads, is missing here. The 
stifl-backed chairs, found in most board rooms, are 
gone too. 

Designed as a place where a man can make deci- 
sions in a relaxed state of mind, the room features 
walls of deep green, with a relief wall of autumn 
rusty red. The carpets are Burgundy red. 

Replacing the usual long, formal conference room 
table is an 8-foot wide coffee table set at one end of 
the room. A ring of comfortable arm chairs encircles 
it. A half-dozen attractive table lamps and several 
end tables add to the impression of a room meant 
for pleasant working. 

As Mr. McComas explains, “This room is for everv- 
day use. It is meant to be livable and usable all the 
vear around.” 

All this is part of the “easy access” feeling which the 
visitor gets from the first step he makes into the re- 
ception room, which, like the rest of the offices, is not 
closed in. The visitor can see much of the offices, via 
a large open space behind the receptionist, and he 
quickly gets the impression that he is welcome and 
that Philip Morris is eager to be of service. 


CREDITS 
Steel desks in this office supplied by Shaw-Walker 
Inc., Muskegon, Mich. Posture chairs, both secretarial 
and executive are by DoMore Chair Co., Elkhart, Ind. 
Lighting fixtures were made by the Miller Co., Meri- 
den, Conn. Floor tile is Bonny Maid Versatile, a prod- 
uct of Bonafide Mills, New York. Carpeting is called 


June. 1950 


Qa, 


re 


oy a 7 ig ae P - = ee a fae ten ee 4 
an . os Ra a 3 ne hee A? tie Et oo ere Bike i 
J en 
¥ r. rica . ‘s E i 
‘| : || | 7 : LE 
Hee * : a 3 fa 
4 q 7 : Y 4 ae 
7 ee In 19 4 ie 
re , Se B2 eee! 
Wahi st | ae a oie Restate 
a. hb Fee ae eS ee ; =e 
aa . -_. Le as 4 Wa Ser a W 
i, pte ant : F : . Se. 4 
oe * ee Bedi bad Se hs ar 5 ol om oe Ei =) * oF 
mi hy Estee: AR 2 eee ee Pie 
—a ee ll om 
- RR ae oc. ; 
: fo eee ] Bs so 2 Po cn , sit ae : mi 
a ph ve ee ee Tg oe | Lo glee = re 
; Bt hd in) cc . a Se “ me 
; 4 wl = pee Ferenc = er eae RAP aE ui 
Fi a ae meee ip ee , 
i ens Os ~ r aan me sal ee : 
3 : iF, a 
_ ee Et 
a st 
"+ ee : 
os d 
{ E 
- 
a q i 
te: 
— I 
a: € 
= ey N 
oe 
a Ras 
ae . 
“a i . 
¥ es: ! 
a a 
4 
Ay %, 
— 
4 3 z ze a 
. y . -: 
7 - q 
bs ; . 
: } = age 
ae -. wea 
Ca a 
me 3: 
sll - a 
i ‘ a “— : : , 2 a 
a . a E _ ? 4 3 ee r, ‘ be’ F F \ _” : z eer z Le 4 a y a . e Pisg 
i. eae nhs : ise ay. BS u—_ ‘tt = ; — 
a? - an ee: De zi an . - ee tS) Ls a cae - COU a ai te aan = 
> 2 ae ; : ; Se _——: = fee See . oo ; 


aan 


LET US TELL YOU 


WHERE 10 GET IT 


Whenever you are in need of any 
type or brand of office equip- 
ment, commercial stationery or 
maintenance supplies which your 
regular source of supply cannot 
satisfy, call on the Subscribers 
Information Department of 
OFFICE MANAGEMENT AND 
EQUIPMENT for assistance. 


We maintain a permanent staff 
in our Directory Department—a 
staff that works all year long cor- 
recting lists of manufacturers, 
distributors, classes of merchan- 
dise and trade names, keeping 
records up-to-date to serve you 
with dispatch and efficiency. 


Daily, we receive phone calls and 
letters from office management 
executives all over the country 
who are in search of the best 
sources of supply for individual 
pieces of equipment or large 
quantities of office supplies, fur- 
niture and appliances. 


Ask us to help you solve your 
office equipment problems. 


Subscribers Information Department 


OFFICE MANAGEMENT 


and Equipment 
212 Fifth Ave., New York 10, N. Y. 
Phone MUrray Hill 9-4411 
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eee to get better results 


Just Kodagraph Contact Paper— 
that’s the only thing new you have 
to buy. 


It's made by Kodak specifically 
for use in all types of contact pho- 
tocopiers. And what a difference 
it makes! 

It reproduces your letters, charts, 
documents in dense photographic 
blacks, clean whites... gives you 
sparkling photocopies that are eas- 


= 7 


ooo With your 
photocopy 
machine 


ier to read... that are fine for fil- 
ing, mailing, or binding. And the 
job of producing them is easier for 
your operator, more economical for 
you. No wasteful trial-and-error 
testing; no split-second timing... 
with this amazingly uniform, wide- 
latitude paper. 

The price is right, too. So make 


your next order Kodagraph Con- 
tact Paper and see the difference. 


(Xodagraph Contac? Paper 


““‘THE BIG NEW PLUS’ IN THE OFFICE-COPY FIELD 


ee 


OFFICE MANAGEMENT AND EQUIPMENT 


EASTMAN KODAK COMPANY 
Industrial Photographic Division 
Rochester 4, N. Y. 7 


Mail coupon for 
free booklet 


Gentlemen: Please send me a copy of “Modern Drawing Reproduction” . . . your 
new, free booklet giving full details on Kodagraph Contact Paper. 


Name Department 

Company 

Street o Ko al alk 
City— TRADE-MARK 
State 2 
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“BUILT-IN” - 


300% 


MORE LIFE 


“Automatic 
| SHEET. 
LIFTER 


RINGS 
SLIDE APART 
Springs 


BACK 
RESTS 


‘Solidly 
NO OTHER ee : 
RING BINDER J. @ byA a 
GIVES YOU 3 ” 
THESE MORE | 
FEATURES Capacity 


ASK YOUR STATIONER TO SHOW YOU 


FAULTLESs 


$-O 
"“Skide-Openiug 


RING BINDER 


WITH 
BUILT-IN automatic SHEET LIFTER 


@ The S-O is different... 


The rings open by sliding apart — close 
by sliding smoothly together. There is 
no snapping open to make sheets jump 
off the rings. —And no snapping shut 
to tear sheets or injure fingers. 


@ The Built-in Sheet Lifter 


It’s amazing! As this binder closes, the 
sheets are mechanically lifted up over 
the rings — freely — without the resis- 
tance of friction. Wear at the punched 
holes is almost eliminated. Reinforcing 
the holes is unnecessary. 


Write for illustrated circular 


STATIONERS — 
LOOSE LEAF CO 


MILWAUKEE I, 524 N. Broadway 
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Lomaloom, a product of Shelton Looms, Shelton, 
Conn. Wardrobe lockers were supplied by Vogel- 
Peterson Co., Chicago. 

Mosler Safe Co., New York, built Philip Morris Co.'s 
vault room. Ceiling material is Acousti-Celotex, sup- 
plied by the Jacobson Co., New York. Wood desks, 
supplied by Desks, Inc., New York, were made by 
Standard Furniture Co., Herkimer, N. Y. Dan Cooper, 
New York, supplied drapes and additional furniture. 
Fireproof wood partitions were made by Juno Wood- 
working Co., Maspeth, N. Y. Clocks are General Elec- 
tric. In the mail room, the postage meter is Pitney- 
Bowes, with Commercial Controls Corp. supplying 
the balance of the mail-room equipment. Wall dados 
in the IBM tabulating room are made of Kalistron, 
scar-resistant plastic wall covering, made by United 
States Plywood Co., New Rochelle, N. Y. All floor 


covering was installed by the Manhattan Carpet Co. 
New York, 


OFFICE MUSIC 


(From page 45) 


There are six main stations in the backstage divisions 
of Merrill Lynch, Pierce, Fenner & Beane where 
music may be started, stopped, or its volume altered. 
About fifty-four speakers are distributed through de- 
partments. Volume set in a main station is normally 
received in all departments on the floor. But noisy 
departments, like mail and stencil, where two main 
stations are located, require stepped-up volume, while 
quiet departments prefer a lower level. To solve this 
problem, the house has installed several supplementary 
switches, so that most of the quiet departments may 
turn off music or reduce volume, but cannot step it 
up beyond the level set in the main station on that 
floor. Supplementary switches are kept at a minimum, 
however, to insure the best possible reception. 

About a year after its installation of music, the 
firm’s monthly house organ, We, The People, vividly 
presented the interesting story of Muzak, its develop- 
ment, scientific background, and functional programs. 

These programs, employees were told, are based on 
the scientific studies that Muzak has been conducting 
for fourteen years into the effects of various types of 
music on blood pressure, pulse, metabolism, nervous 
tension, fatigue, and other bodily factors. Music pref- 
erences of production and office employees in different 
fields are as carefully analyzed. Thus Muzak accurately 
selects functional music suited to the needs of special 
groups—people doing general office work, specific office 
routine, or creative office work. 

With the largest existent library of functional music, 
Muzak varies its programs for constant freshness and 
to please diverse tastes. Programs piped to this broker- 
age house may include popular dance music, swing, 
jive, semi-classical and classical music, polkas and folk 
dance, Hawaiian music, or hillbilly tunes. General 
favorites with office workers are waltzes, popular dance, 
and semi-classical selections. Undue repetition of 
selections or types of music is avoided, so that pro- 
grams may retain their freshness. Laboratory and on 
location studies of fatigue curves occurring in different 
kinds of work enable Muzak to introduce at these 
intervals music that gives a lift. Stimulating martial 
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lee” INDEX” 


The iad a 
TYCOON 


YES, ITIS A RELIEF...a welcome, wonderful relief when your secretary can actually 
see without staring or squinting exactly where she stands on your dictation. 


One swift glance into the magic mirror of Lady TYCOON’s exclusive ‘Television 
Index”’ and she knows exactly where corrections and letters begin and end. Indexing is 
magnified, all visual. No bothersome slips or strips . .. no fumble, fuss or fret. 
Effortless as peeking into her compact! 


But get the full story. Learn how this new time-and-effort saving SoundScriber 
dictating equipment, TYCOON and Lady TYCOON... 
can free you and your secretary from much 
of the drudgery of dictation . . . conserve 
your energy . . . increase your efficiency. 


Mail the coupon today. 
oM-6 


JSOUND/CRIBER 


Trode Mork 


FIRST ALL ELECTRONIC DICTATING SYSTEM * FIRST DiSC DICTATING EQUIPMENT 


230 Sales and 
Service Centers 
Coast to Coast 


Only the TYCOON gives you: New “Microgroove” 
Disc 4% smaller; Push Button on microphone for 
quick review; Dise-on-Dise ene. DiSCopying. 
All Metal. Lightest, only 15 Ibs. 


June, 1950 OFFICE MANAGEMENT AND EQUIPMENT 65 


ls. lCrK SE !.lCOCE Tl 


4 Sn ae Le Se i ae =| i ail ee ok oe ee” Es oe = oe 7 
Ba 
¥ 5 
- de 
. er ° ; 
4 - a ~ . ~ 
y 5 ’ oe 
‘ a ks > 
> 4 f 
: F uw ee ee ae . 
7 < my Behl Avi ‘ : : $ = F 
© ee ee sao ? oo ‘ ‘ » S 
a ae si y -@ 3 . 
tan we -  _. e ni f | 
: (ON ae ~ & ree u 4 fae 4 r a. 
: ae. a vase” — - ee ey 7 
1 eae psaseé an ae J a 
ri F M), "ede es aati ey ar ae Soa Ro ae ‘2 
1 ll = pe Te — 
_ =a ee ies ae Ll ¢ 
. - ia a ae oe ity. ae —— a 
eo art a ee — } 
Da bail ‘a 
oe’ ele @ e: wae te easy” Oe te Wat 
& RS de ee. ess Sg 
7 gel Bi ; SEM Z 
— Be S = _ “ee ti % % a E ee i Pr i 
* - 7 oe ii Be inh sie eg on pee ‘ 
——— s ee fee ee ee ea + ny ’ 
. ; = > Sie : Feitty : ese ; we = ad -. Ch -—_— - 
. i, .? aa Tehti is i Wes i i 9 cae 
& Pei : ae part rl _ aah -— 
. _—— eect 3 oe a ne “a “ = th ss =. 
} * eae = a i eae : j f 2 ‘ 
é ee cE ——= ¥ 
| eS Soe . oo ae ee 
1 be , <a . . 
7 
ee 4 
SOUNDSCRIBER CORP., 
New Hoven 4 Conn 
Please send me “Tycoon” Brochure 
NAME _—_—_— 
‘ 
. r OO 
es ; 
se —\ f 
Zz ia cal . 
SS ' = or J 
" ae a: : wat 4 
es / 
: Sa a Sa 4 
ena . P| ’ 
«tile 2 
See | e 
= - Po 
2 7 - aa “a ¥ . 


bi Me hig 


SALARY: $10,000 


a year 


ih 


in 
Eat 
2a, 


It costs very little to seat a 
valuable executive in a chair 
that gives him healthful 
day-long posture support. 
Your Sturgis dealer will 
bring one to your office for 
a free trial. 


Good office seating is an invest- 
ment. Bad seating is expensive. 
Write for your Sturgis dealer’s 
mame and our stimulating booklet, 
“The High Cost of Sitting”. 


- 


POSTURE CHAIR CO. 


music may start the day’s program, and relaxing selec- 
tions are usually played before luncheon and closing 
time. 


All music is arranged by experts for functional pur- 
poses. For music capable of creating mood and atmos- 
phere without taking attention from work must be free 
from the dynamic and dramatic effects with which 
radio music deliberately captures attention. 


Music contributes to relaxing atmosphere in the 
fourth floor lounge for employees at Merrill Lynch, 
Pierce, Fenner & Beane. Here tables and chairs are 
provided for those who like a light luncheon snack 
indoors. Originally, the firm had one candy dis- 
pensing machine on this floor. Now more than a dozen 
are installed in fourth and, second floor corridors, dis- 
pensing for a nickel or a dime hot coffee, plain 
homogenized milk or chocolate milk, Coca Cola, 
chilled fruit juices, plain or fancy doughnuts, turn- 
overs, cookies, and candy bars. At lunch and in morn- 
ing and afternoon rest periods, these machines are well 
patronized, earning a nice profit, which this bokerage 
house spends on prizes distributed at the annual out- 
ing that it gives for its workers. 

Other festive events during the year include an 
annual dinner for members of the Quarter Century 
Club. 

In addition to Muzak and other services that give 
pleasure to employees, the big brokerage house in- 
cludes such benefits as free insurance, bonuses, and 
profit-sharing fund. The firm recently announced that 
four $2,000 college scholarships for the children of its 
employees will be granted each year. One four-year 
scholarship will be awarded each year in the Pacific 
Coast, midwestern, southern and eastern areas. All 
children of employees will be eligible to compete for 
the scholarships, which will be granted on the advice 
of a board of educators appointed by the firm. First 
scholarships will be granted for the next school year, 
starting September, 1950. 

In all these various ways, “We, The People” makes 
solid reality of the friendly spirit that its nickname 
suggests. 


Woodbridge Predicts "Best Year" 

“More dictating machines will be sold in 1950 than 
ever before in the history of the industry,” was the forecast 
given recently by C. King ‘Woodbridge, president of the 
Dictaphone Corp., at a recent address in White Sulphur 
Springs, W. Va. His audience was composed of more than 
100 employees of his company who were there to receive 
awards for their outstanding achievements in 1949. 

Stating that “the first three months of 1950 were the 
greatest in the history of the Dictaphone Corp.,” Mr. Wood- 
bridge added, “I am confident that this trend will continue 
and that 1950 as a whole will be the most successful year in 
the history of this industry.” 


For Office Decoration 


Correct decorative coordination between carpets, lino- 
leums and resilient tiles throughout the office can be seen 
at the showroom of Carpets by William Gold, Inc., 19 East 
53rd St., New York. The showroom was designed to present 
the maximum display of carpeting and hard surface floor 
coverings. Specially designed racks and bars on which 
carpet samples are hung facilitates the choosing of correct 
floor coverings with minimum effort, according to Mr. Gold. 

Following the co-ordinated theme further, over 300 dif- 
ferent carpet samples of all textures and colors are shown. 
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(90% of all fountain pen troubles* 
are due to air-thickened ink ...9% 


say FOUNTAIN PEN AUTHORITIES 


e — Try New 100,000-Word 
Ponst Bottle at Our Expense 


HERE IS A NEW DESK INK CON. Bis 

TAINER that remarkably improves Pin 

fountain pen performance. e 
This new container—Sanford’s i 


Penit Bottle—is the size bottle that 


fits in the desk and holds just the : 
amount of ink you need and can keep s 

fresh. It maintains fountain pens at = 

peak performance because it always ; 


provides fresh ink—not ink that may 
clog up or even ruin your pen be- 
cause it has been dangerously thick- 


ened from frequent exposure to air. This am azing offer made solely to 8 
You equip your office force with induce you to try the bottle that i 


these handy bottles holding *4 of an 


ounce of fresh ink. Then refill those holds ALL THE INK OFFICE 
bottles with the large size Penit bottle 


that holds one Fifth and is designed WORKERS CAN KEEP ’ 


with smaller diameter so office girls 
can easily handle and pour from it. 

Throw away old. air-thickened ink 
today. Write us on your letterhead 
and we'll immediately ship you three 
Penit Bottles absolutely FREE. Your 
executives will want to try Penit, so 
we recommend that you pass these 


bottles along to them. When writing, 
be sure to specify color preference. 


Office Managers! Purchasing Agents! 


Write on your business letterhead to- 
Tests show that only 2 out of 6 leading day and receive 3 desk-size bottles of 
brands of blue-black ink are permanent when Penit Fountain Pen Ink FREE! 

exposed to time, light or moisture. 


Be sure to specify S. Comes in 9G DPE OOH Se 


Violet « Green 
Cardinal! Red 


2 Washable BI 
BLUE-BLACK eee ee 
Koyol Blue « Black 
when you want a PERMANENT ink Blue-Black * Brown 
DuBonnet 


Specify color preference. 
@ SANFORD INK COMPANY, Bellwood, Illinois «© New York: 500 Fifth Avenue 
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GUIDES 
FOR EASIER WORK 


INDIVIDUAL FILE 
pocket 


THE ™ Sead 


MANUFACTURING C0. INC. 
HASTINGS, MINNESOTA 
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OFFICE MANAGEMENT AND EQUIPMENT 


OFFICE STANDARDS 
(From page 30) 


such a specific analysis here. However, let us take the 
case of an hypothetical company based on the aver- 
ages for all American corporations for the year 1948 
as reported by the United States Chamber of Com- 
merce. During that year, gross profits before taxes, 
dividends, inventory adjustments, etc., was 34.8 bil- 
lions, or approximately 10 per cent of the gross 
corporate sales of 352 billions. Now, if your com- 
pany conforms with this average, it means that you 
are endeavoring to secure a gross profit of $100,- 
000 on each million dollars of sales. At an average 
annual salary rate of $2,500, the figure of $100,000 is 
equivalent to 40 clerical workers. Thus, our hypo- 
thetical company—or yours, if it conforms to the 
average—must manufacture and sell a million dollars 
worth of goods for each 40 clerical workers merely 
to break even. 

A second economic advantage exists if the number 
of office and other non-productive employees can be 
held at a reasonable minimum, and if the number of 
productive workers can be held economically at a 
maximum point, since a greater amount of goods 
would be available at lower cost because of the re- 
duced overhead burden. An obscure French economic 
philosopher stated after extensive research into the na- 
tions and civilizations of the past that a country was 
on the verge of its decline when one-seventh of its 
labor force was in the employ of the government. We 
certainly cannot say that his ratio is true today in our 
vastly more complicated economy. Nevertheless, his 
premise still holds. It is a dangerous thing for too 
large a part of the population to be engaged in non- 
productive work and dependent upon the support 
of those who create income-producing goods. Need we 
fear over-production, if wise administration maintains 
economic stability insofar as possible, and if scien- 
tific management is applied to produce such goods 
within the means of all? 


MISCONCEPTION ON OFFICE TIME 
STANDARDS 


Exhibit I herewith presents the results of a recent 
questionnaire circulated to several hundred corpora- 
tions in an effort to determine current practices in the 
evaluation of clerical performances. It is interesting 
to observe that only 6 per cent of these organizations 
are using any scientific means of measuring their office 
production, and that the vast majority depend upon 
appraisals by supervisors and the comparison of simi- 
lar workers. Even the 6 per cent figure is not depen- 
dable, since it could be distorted by the common loose 
definition of the term “time standard” when it is ap- 
plied to clerical work. Many large corporations have 
developed the practice of exchanging so-called stan- 
dard times on supposedly comparable office positions. 
Not only is it erroneous to assume that two generally 
similar jobs are identical in two different companies, 
but a further error factor is introduced by the fact 
that such statistics are usually based on production 
averages and not time study. It is unnecessary to 
point out the latter distinction to industrial engineers. 


(To page 70) 
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“SCOTCH” BRAND 
CELLOPHANE TAPE is 
tops with me for all 
kinds of jobs like . . 


IT SIMPLIFIES lots of 
time-consuming 
jobs for me... 


VERY HANDY for little 
odd chores that 
clutter upa day... 


“SCOTCH” BRAND 
CELLOPHANE TAPE 
helps me in... 


HEAVY DUTY DISPENSER is a 
favorite for mail rooms and 
file departments. Refillable 
with big, economical 2592- 
inch rolls. $2.50 without tape. 


rie ee eee |g ee ae 


MENDING office records, file 
cards, maps, correspondence 


ATTACHING riders and notices 
to all kinds of documents 


TLEARNLAKE 


s 


PUTTING UP office notéces, an- 
nouncements, instructions 


——e 


SEALING boxes, packages, 
bulky envelopes for mailing 


DESK DISPENSER has soft rub- 
ber feet, lets you flick off an 
length of tape with one hand. 
Takes 1296- or 792-inch roll. 
$1.69 without tape. 


MASKING out unwanted parts 
of duplicator copy 


3 
Me Ky 
LOPLL? 


MENDING torn checks, vouch- 
ers, and currency invisibly 


ATTACHING reminder tags and 
memos to letters and files 


LABELING supply shelves, rub- 
ber stamps, storage boxes 


PLASTIC HAND DISPENSERS and 
Utility Dispensers keep tape 
handy at all times, ready to 
do a thousand and one jobs 
around the office. 


a: Oe 


LABELING file cabinet drawers, 
folders and section dividers 


CORRECTING mistakes and re- 
vising tabulating cards 


a ee 


DOUBLE-SEALING important 
envelopes, confidential files 


REINFORCING binders, note- 
books, file folders, indexes 


SCOTCH 


Cellophane 
Tape 


IMPORTANT: There’s more than 
one brand of cellophane tape 
—for quality always insist on 
the “SCOTCH” brand, in the 
bright plaid container. 


Made in U.S.A. by MINNESOTA MINING & MFG. CO., St. Paul 6, Minn., also makers of other “Scotch” Brand Pressure-sensitive Tapes, ‘Scotch’ Sound 
Recording Tape, ‘'Underseal” Rubberized Coating, “‘Scotchlite” Reflective Sheeting, “‘Safety-Walk”” Non-Slip Surfacing, "3M" Abrasives, "3M" Adhesives. 


General Export: DUREX ABRASIVES CORP., New Rochelle,N. ¥. © In Canada: CANADIAN DUREX ABRASIVES LTD., Brantford, Ontario, 
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Cushion 
Glides! 
aes. 
4 Spee 


Machine screw attachment 
for flat metal 


Nelltyee 
for wood 


For metal 
tubular legs 


Finest-made ... they save floors... slide 
chairs easily, quietly! 


We're so sure you'll find that Bassick rubber cushion 
glides are best for floor care, we say, “Try a sample 
set...on us!” Mail the coupon! 

No finer, smoother-sliding glides at any price. And 
longer-wearing, due to heavier gauge steel base with 
greater depth of hardening. 


Smoother rolling 
with Bassick 
““Diamond-Arrow” 
Casters! 


Ideal where quickest, easiest, 
silent movement’s a “must”! 
Patented two-level, ball-bear- 
ing construction assures freest 
swiveling. Highest quality 
wheels protect floors. THE 
BASSICK COMPANY, Bridge- 
port 2, Conn. Division of 
Stewart-Warner Corp. In 
Canada: Bassick Division, 
Stewart -Warner-Alemite 
Corp., Ltd., Belleville, Ont. 


ee ee ee 


THE BASSICK COMPANY, Bridgeport 2, Conn. 

Please send me absolutely free a set of your rubber cushion glides for: 
Wooden legs (1) Flat metal legs [) 
Metal tubular legs () (state inside diameter of tubing) 


NAME. 


TITLE 


ADDRESS. 


CITY. ZONE. 


STATE. 


Making more kinds 

of Casters... 
Making Casters 
© more 
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(From page 68) 
However, it is quite prevalent, and it is probably at- 
tributable to the fact that office executives are usually 
not too familiar with industrial engineering tech- 
niques. An over-all timing is in no sense a time study. 
This approach incorporates in the “standard” all ot 
the errors of omission and commission which would 
be eliminated by the searching analvsis of time study. 

Another variation of this practice—and a natural 
consequence of it—is to use a given production rate 
as a “standard” until it is bettered. At that time, the 
new output is adopted as the standard. It is conceiv- 
able that this might occur a number of times, until 
some enlightened executive used time study to deter- 
mine exactly what the standard should be. Apparently, 
the philosophy of work measurement has spread into 
many offices, but its technical methods have been over- 
looked. 

The justification of the above practices is that they 
are “better than nothing,” and that time study is too 
slow. These statements are possibly true if the claim- 
ant refers to the use of direct time study throughout 
each office, but they are invalid if standard time data 
are used. 


ADVANTAGES OF STANDARD DATA 


Standard time data are not new to the industrial 
engineering profession. Their use was recommended 
by Frederick W. ‘Taylor in the following quotation 
from his Shop Management, which was published in 
1903. 

“It is true that hardly any two jobs in a given trade 
are exactly the same, and if a time study student were 
to follow the old method of studying and recording 
the whole time to do the various jobs which come 
under* his observation, without dividing them into 
elements, he would make comparatively small prog- 
ress in a lifetime, and at best he would become a skill- 
ful guesser. It is, however, equally true that all of 
the work done in a given trade can be divided into 
a comparatively small number of elements or units, 
and with proper implements and methods it is com- 
paratively easy for a skilled observer to determine. the 
time required by a good man to do any of these ele- 
mentary units. 


If we consider office work as a “trade” within the 
scope of Mr. Taylor's use of the word, the thought is 
suggested immediately that the practical application 
of clerical work measurement might be based upon 
a manual of standard time data for all common office 
activities. 


FOR OFFICE WORK 


Industrial engineers are all familiar with the advan- 
tages of using basic time data in the shop. The same 
benefits apply to their use in measuring office work. 
Their initial development is costly in that it requires 
time-consuming research and analysis. However, once 
the data are available, they permit the measurement 
of a wide variety of jobs with ease and promptness. 
In addition, they have the advantage of providing 
assurance that all tasks have been measured on a 
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ANY INDEX 


FILING EFFICIENCY 


wtth WICTOR 


MAK-UR-OWN inorx Tacs 


TRADE MARK, REG USA 


These handy tabs put an end to searching through sheets, 
pages, cards and folders in search of wanted references. Flag your 
references with an easy-to-make, easy-to-read, easy-to-handle Mak- 
ur-own Index Tab. Whether you add an occasional tab, or com- 
pletely index a record, Mak-ur-own will save you time and increase 
your filing efficiency . . . Here's how: 


WRITE, TYPE OR PRINT ANY INDEX 


Victor Mak-ur-own is available in three extensions, 44", %” 
and 2” for one, two and three line indexes, eliminating crowding 
of titles in a too-small tab. Write, type or print any information 
you want on the label. 


INSERT IN STRIP AND CUT TO SIZE 


Fold the label and insert in a 6” strip of Mak-ur-own. Now, 
notice the handy cutting guide projecting beyond the skirt; this handy 
waxed paper insert not only makes it easy to cut tabs of uniform 
size, but keeps the gummed skirts separated until ready for use. 


MOISTEN AND APPLY TO RECORD 


Remove the waxed paper insert from between the high-quality 
cloth skirts and moisten the gumming. Attach the moistened tab to 
the record and push all the way on until stopped by the fold in the 
skirt. This gives you indexes of uniform extension, and... 


HAVE A PERMANENT HANDY TAB 


Mak-ur-own is not a temporary affair, but a permanent index 
that will outlast the record it is attached to. Seven colors are avail- 
able (red, green, blue, yellow, orange, pink, clear) to make class- 
ification of records easy. 

Cut your indexing to fit your needs with Mak-ur-own index 
tabs . . . see your local stationer today. 
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©) Day after day, modern office procedure 

calls for aids to smoother and more 
efficient operation. Dennison answers this need 
with index tabs, mending tape, air mail and ad- 
dress labels, paper fasteners and the 1001 
Dennison products that make work easier. 


Dennison offers you a complete line of tags, labels, 
seals and other paper specialties—all designed to 
save time and eliminate errors. 


Dennison Goods are on sale at stationery counters 
everywhere. 


comparable basis, since the standards in each in- 
stance will have been derived from the same basic 
data. 


The secret of the successful development of stand- 
ard time data lies in the discovery of those elements, 
or operations, which are the common denominator of 
a large number of jobs. The basic character of most 
clerical operations make them unusually susceptible 
to this approach, since they are largely dependent 
upon the same office appliances regardless of the 
character of the industry. This fact will be observed 
in the following few examples: 


1. Calculating machine operations can be stand- 
ardized regardless of the purpose of the computation, 
if the work is performed on the same type of ma- 
chine in each instance, and if the number of digits 
in the multiplier and the multiplicand are constant in 
any two, or more, problems. For example, it makes 
no difference in the standard unit time if the multi- 
plication is the calculation of a discount or the exten- 
sion of an invoice item—if the above qualifications 
remain constant. 

2. Paper sorting can be standardized similarly 
from standard time data if due consideration is given 
the variables of (a) the method used, and (b) the 
number of classifications sorted to. The character of 
the sorts, whether alphabetically or numerical, is in- 
consequential if identification is reasonably prompt. 

3. Letter typing can be standardized similarly from 
standard time data, if the number of inches of typed 
material is known, and if consideration is given to the 
legibility of the source material. Of course, allow- 
ances must be granted for assembly of carbons, in- 
sertion and removal from machine, separation of 
copies, etc. However, all of these elements can be 
predetermined in the standard time data. 


MICROMOTION DEVELOPMENT 


The usual approach to the development of standard 
time data is through the use of ordinary time-study 
practices. This subject is treated in all of the better 
textbooks, and a discussion of it is not a proper part of 
this paper. For our own purposes, we approach the 
work in our company through the use of motion 
pictures and detailed micromotion analysis. This 
method is not necessarily recommended for private 
companies since it is costly, and since it can be time- 
consuming for most ordinary purposes. Our position 
differs in that we are developing our data for a large 
number of clients, and for a wide variety of applica- 
tions. ‘Thus, it is desirable that we have absolute 
precision in our work, and that we have a pictorial 
record of the conditions prevailing at the time of the 
study. With these data in our files, it becomes pos- 
sible for us to vary each standard to suit any particular 
circumstances that might arise in a new client com- 
pany. 

Our company maintains a laboratory which con- 
ducts continuous research in the development of 
clerical standard time data. As each new office appli- 
ance is put on the market, we endeavor to photograph 
it under actual operating conditions, and we subject 
the films to detailed analysis. 

Exhibit 2 illustrates the data that can be derived 
from films. It is the page from our standard time data 
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Countless users 
the world over 


prefer 


@ When you buy ACE Stapling Equipment you get the CROSS SECTIONS SHOW HOW 
finest that money can buy. It is the leader, today, as it has ACE STAPLES ARE MADE 


been for more than twenty years. Ace Staplers are built 
to last a lifetime . . produced with a degree of skill and 
watch-like precision which assures those smooth, reliable 
operating qualities so greatly appreciated by users the 
world over. 


To get maximum results from your Ace Staplers, be sure 
to use ACE Staples. Ace Engineers have developed a special 
process which gives Ace Staples extra strength as well as 
superior operating satisfaction. 


VISIT YOUR LOCAL STATIONER . . have him demonstrate 


FIG.1. shows cross section of FIG.2. shows the AILt- 


the ACE Line of finer Staples and Stapling Equipment. an ALL-ROUND steel wire. ROUND wire ofter being 
Ace uses only premium treated by the ACE 
SOLD ONLY THROUGH DEALERS made, accurately drawn-to- PROCESS. This gives 
size steel wire. maximum strength on the 
outer edge where it is 
most needed. 


ACE PILOT ACE STANDARD ACE SCOUT ACE CLIPPER ACE STAPLES ACE STAPLE 
REMOVER 


IN CANADA e ACE FASTENER (CANADA) LTD., 1 NOTRE DAME ST., WEST, MONTREAL 
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manual which contains the statistics developed from 
the Teletype machine film. Observe that the data are 
extremely detailed, and that they can be used in an 
infinite number of combinations to suit the needs of 
any office using a Teletype machine. For example, 
with the data on a key-stroke basis, the problem ol 
developing an accurate standard for a given office 
becomes merely a matter of analyzing typical messages 
for the average number of words, spaces, etc. 

It will be observed from this example that we en- 
deavor to develop so-called “work-place’” standard 
data, as distinguished from microstandards such as 
those described in the currently popular book, Meth- 
ods-Time Measurement, by Maynard, Stegemerten, 
and Schwab. However, this is not always the case. A 
curious observation was made in the analysis of pic- 
tures made on order and billing operations in several 
separate offices, with four different types of machine 
in use. ‘This was the fact that the unit key-stroke time 
was identical on each one of these four completely 
different machines. Differences in typing speeds may 
have seemed apparent, but these were attributable to 
the operators reading their source material, which 
varied in each instance. Consequently, it is reasonable 
to assume that it might be possible for us to develop 
much of our standard data through synthesis at some 


future date when sufficient basic information is avail- 


able. 

The application of office standard time data parallels 
shop practice very closely. In each instance, the time 
study engineer works with a “blueprint” of the work 
to be done, and he assigns the appropriate unit stand- 


7 Improve Writing Efficiency 
in Your Office 
with Sengbusch 
 Handi-pens 
4 now equipped with 


(screw-in feed and point) 


ard time for each operation to be performed. In the 
case of the office, the blueprint consists of a detailed 
flow process chart of the clerical routines such as that 
shown in Exhibit 3. This is drawn with a view to the 
adoption of the best working methods, and it repre- 
sents the standard procedure which the office force is 
to follow. The illustration shows the steps performed 
by a mail clerk in receiving, time-stamping, and sorting 
incoming sales orders. 


In the construction of the flow-chart, space such as 
that indicated by the triple boxes in the example 
should be allowed next to each operation for the in- 
sertion of work-volume statistics and time values. ‘Tak- 
ing the sorting operation in the above case it will be 
observed in Exhibit 4 that the appropriate unit sorting 
time is .00035 man-hours, since the clerk is using a 
table-top method and since she is sorting to eight clas- 
sifications. This figure is entered in the right-hand 
box beside the operation on the chart, and the typical 
monthly sales order volume is entered in the middle 
box. Simple multiplication then reveals that the 
monthly standard time for the operation is 1.32 man- 
hours. This practice is followed with every operation 
on the chart until measurement has been developed 
for the entire office routine. 


The final step of a clerical cost control survey is 
to tabulate the measurement statistics for each posi- 
tion in the office to determine whether a fair work- 
load has been assigned to each employee. Of course, 
when work measurement has not been used previously 
in an office, it is to be expected that an inequitable 


The Sengbusch desk-set line gives you 
the utility and appearance that please 
both routine workers and demanding executives 


Note! The popular wedge-feed is still available, because many large 
users like the economy of this feed when replacing pen points. 
Handi-pens appeal to busy executives an professional people—because 
ey offer smooth, efficient, instantaneous writing service. ; 
deal for the entire office force—they save time and eliminate disturb- 
annoyances such as constant refilling, clogging, flooding. They are 


reasonably priced. ° : 

Have famous “‘Capillary Action” inking principle—Hold 6-months’ 
supply of ink, Thanks to the scientific gbusch method of inking, 
there is no ink deterioration or waste; the last drop of ink in the con- 
tainer is as fresh as the first. 

t these practical writing features save you time and bother. 
Standardize on Sengbusch Handi-pens—order from your stationer today. 
Write for circular. 


SELF-CLOSING INKSTAND CO, 140 Sengbusch Building, Milwaukee 3, Wisconsin 
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: A Dental Clinic Equips for 
‘ "Better Business Living” 


nas Dr. D. C, Cowen, Peerless Dentists 


|| swith INVINCIBLE METAL FURNITURE 


Here's a modern dental clinic — equipped for modern 
business methods. Invincible Modernaire Steel Furniture 
is the key to efficient office operation and pleasant work- 
ing conditions. 

Notice how Invincible Desks look clean, streamlined 
and comfortable to work at. And they should... for 
the basic idea of the entire line of Invincible is to accom- 
plish those things . . . af a common-sense low price. 


If you're thinking of making your office more effi- 


“we cient, more comfortable, then INVINCIBLE Modernaire 
- Evclustve! desks and files are for you. Our dealers will gladly as- 
ng, “ib sy? sist you in your office planning...and show you the 
as Oe te oak te low-cost advantages of Invincible. Contact the dealer 
. PYPSVINCIBLE. Line. of files nearest you or write for information. 


has it! It offers guaranteed se- 
curity for your valuables and 


papers in your home or in 
in your office. 


REG. U. S. PAT. OFF. 


INVINCIBLE METAL FURNITURE CO., MANITOWOC, WIS, 
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“AT HOME" 
IN ANY OFFICE 


Effective and appropriate, this 
TAYLOR Chair Threesome will add 
character and beauty to either 
Modern or Conventional office. 


This threesome by 


Taylor 


offers the ultimate in 
fine styling — a keen 
companion to the most 


modern — an harmon- 


48031, 


ious associate to the 
period or conventional. 
Especially designed for 


use in board and recep- 


tion rooms and in pri- 


4803 


vate offices. Standard 
high-quality TAYLOR 
construction with pad- 
ded back, upholstered 
arms, and spring seat 
with welted edges. 

Write for descriptive 


literature and name 
of nearest dealer. 


The Taylor Chair Company 


Bedford, Ohio 


work distribution will exist, and this requires a close 
analysis of the measured office routines to determine 
what functions can be shifted from one clerk to an- 
other in order to bring the entire force into proper 
balance. 

It has been proven that clerical work can be meas- 
ured, and that potential economies are available in 
the office which are equivalent to those obtained in 
shops through the introduction of time study. Con- 
sider the advantages to both employer and employee 
which can be opened up in this manner: 


1. Office Costs can be stabilized and related perma- 
nently to work-load—regardless of fluctuations. There 
is no longer any need for conflicting opinions as to 
whether more or less help is needed, and peak-loads 
can be anticipated and scheduled. 

2. Systems Improvements can be evaluated before 
installation, and costly mistakes can be avoided. There 
have been a number of cases where a seemingly de- 
sirable procedure change proved to be more expensive 
than existing practices. In the same connection, the 
advisability of a capital investment in office equipment 
can be determined before the expense is incurred. 

. Comparison of Efficiency Between Offices is 
possible. With both functioning on a standardized 
basis, it becomes possible to compare the relative 
management efficiency of each office. For example, it 
is possible to know whether the personnel department 
is run more efficiently than the purchasing depart- 
ment. 

4. Cost of Each Report and Document can be de- 
termined readily, since each step in their preparation 
can be evaluated. It is not unusual for a statistical 
report to be eliminated when its cost is compared with 
its usefulness. 

5: Employee Compensation can be made more 
equitable. Present job evaluation plans recognize the 
skill level, or quality, of the work performed, but 
measurement provides a means of determining the 
quantity of work turned out by each clerk. 

6. Planned and Scheduled Operations can provide 
obvious benefits in economy to management and serv- 
ice to customers. 

7. Burden of Supervision can be lessened through 
the use of measurements and control. 


COMING EVENTS 


National Association of Purchasing Agents 
June 12th-14th 
35th International Conference and Inform-A-Show 
Municipal Auditorium, Cleveland 


National Office Management Association 
June 12th-14th 
Institute on Office Management-Personnel Ad- 
ministration, Triple Cities College, Endicott, N. Y. 


National Association of Cost Accountants 
June 19th-21st 
Annual International Cost Conference & Business 
Machine Exhibit 
Waldorf Astoria, New York 


American Society for Testing Materials 
June 26th-30th 
Annual Meeting & Exhibit of Testing Apparatus 


OFFICE MANAGEMENT AND EQUIPMENT 


Atlantic City, N. J. 
June, 1950 
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QUESTIONS 


Does your selection of media start on a basis of facts; 
namely, has the circulation been audited by an ac- 
cepted authority in accordance with standards 
approved by leading advertisers and agencies? 
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The Audit Bureau of Circulations, an association of 3300 ad- 
vertisers, agencies and publishers, provides standards and 
methods for auditing the circulations of published media. All 
publications that can meet A.B.C. standards are eligible for 
membership. 


Paid subscriptions as indication of reader interest. 
Do you take this factor into consideration in evalu- 
ating the circulations of business papers? 


A.B.C. Audit Reports give the average circulation, both paid 
and unpaid, for the period covered by the report. 


Does your consideration include an audited break- 
down of the subscribers by occupation and kind of 
business? 


A.B.C. business paper reports show the vocational identity of 
subscribers and tell how much of the circulation goes to the 
specialized markets in which you are interested. 


Do you compare the geographic distribution of the 
circulation with your sales activities and market po- 
tentialities? 


For business papers in the U. S., A. B. C. reports give a break- 
down of subscribers by states—for Canadian papers by Prov- 
inces—thus making it possible to compare coverage with 
analyses of sales and with distribution of other publications. 


In evaluating media, do you take into consideration 
the channels through which the circulation is obtained? 


A.B.C. reports show how many subscriptions were received 
by mail direct from subscribers, how many from catalog 
agencies, publisher’s own and other field-selling organizations. 


Do you check to find out how much, if any, of the cir- 
culation is sold at special reduced prices; or in 
connection with premiums? 


When special reduced prices or premiums are used in obtain- 
ing subscriptions, A. B. C. reports show what these prices and 
premiums are and the number of subscriptions thus obtained. 


In selecting business papers, do you check to see what 
percentage of the subscribers express continued in- 
terest in the publications by renewing their subscriptions? 


Do you study a paper’s circulation growth over a period 
of years as an indication of publishing stability and 
progress? 


A.B.C. reports for business papers give the percentage of re- 
newals based on the number of expirations during a 12-month 
period and the renewals received within 6 months after ex- 
piration. 


A.B.C. reports show quarterly averages of the net paid circu- 
lation for the period covered by the report and for 3 years 
previously. 


When you buy advertising space with the help of the factual information 
in A. B.C. reports you make sure of maximum value for your adver- 
tising dollars. This business paper is a member of the Audit Bureau of 
Circulations. Ask for a copy of our A. B.C. report and then study it. 
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NEWEST NUMBER 
IN ERASERS! 


Cures eraser “losers”, gratifies eraser users, 
saves no end of time! Cylindrical eraser of 
finest rubber, in red for pencil erasing or 
gray for ink. Encased in attractive trans- 
parent plastic holder of convenient length 
and balance. Clips to pocket, won't roll off 
desks. Not a mechanical gadget. Just un- 
screw the tip and move eraser forward. 


Tops for typing, accounting, drafting: for 

executive, student and professional use 
actually for everybody who wants an 
always-clean, handy eraser! Refills, of 
course. 


One Doren 


ASK YOUR STATIONER 
TO SHOW YOU WELDON 
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RED for Pencil. GRAY for Ink 


ROBERTS “JET” ERAS- tery me erry 

ERS. You'll see this JET i i til 

Display card in many i] | | 

stores. s A ) iit 
veil 


UU 


treser Refitis for JET Holders ore Available Separately 
WELDON ROBERTS RUBBER CO, NEWARK, W4. US & 


You ought to see our latest catalog, featuring all styles of 
the world’s finest erasers. Write for it. 


WELDON ROBERTS RUBBER CO. 


NEWARK 7, N. J. 
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MEN IN THE NEWS 


The Burroughs Adding Machine Co. held its _annual 
stockholders meeting in Detroit, recently, and the directors 
of the company were re-elected. John S. Colman, president 
of the company, reviewed the results of Burroughs’ opera- 
tions during the first quarter of 1950, and discussed other 
company activities since the beginning of the year. 


L. C. Stowell, president of the Underwood Corp., was 
re-elected as a regular board member of the National Indus- 
trial Conference Board at their 34th annual meeting, held 
in New York recently. 


Louis F. Weyand of Detroit, vice-president in charge of 
the Minnesota Mining & Mfg. Co.’s adhesives and coatings 
division, was elected to the firm’s board of directors re- 
cently. A veteran of thirty-five years with the company, 
Mr. Weyand had subsequently held a number of supervisory 
posts, and was named general manager of the adhesives 
division in 1945. He was elected a vice-president in 1948. 


David A. Taschman has been named director of the 
International Correspondence School of Accounting and 
Management, it was announced recently by Admiral George 
S. Bryan, dean of the faculty at the School, Scranton, Pa. 

Mr. Taschman has been principal of the School and has 
edited may of its accounting and business texts. He also 
teaches business administration at Scranton University 
and is prominent in the Scranton chapter of the National 
Association of Cost Accountants. 


Jerome Barnum, a frequent contributor to Orrick MAN- 
AGEMENT, and director of Jerome 
counsel, 


sJarnum Associates, office 


announces the following changes 


Jerome Barnum 


ffecting his organization: the central staff and management 
aboratory are now located in the Biltmore Bldg... Harri- 
on, N. Y 


Charles Feeley has been named director of client service, 
with headquarters in the new New York Client Service Cen- 
ter. Mr. Feeley will coordinate service and information func- 
tions for this consulting firm which serves the office man- 
agement field. 


Royal Typewriter Co., 2 Park Ave., New York, announces 
the appointment of M. A. Kenney to the position of dis- 
trict manager at Tulsa, Okla., succeeding the late H. E. 
Conatser. The following men were also appointed to new 
posts: Lee B. Sterling as portable district representative for 
Iowa, Nebraska, and the Triple City area of Illinois; Bruce 
K. Pipher to cover Tennessee, Alabama, Mississippi, Arkan- 
sas, and Louisiana; W. Thurston deGorff as representative 
for the northern half of New Jersey, parts of Pennsylvania, 
and Staten Island, N. Y., and John Relick of Pittsburgh as 
the Tri-State representative. 


E. E. Johnson, Jr., has been appointed manager at the 
Charleston, W. Va., branch office of the Underwood Corp., 
1 Park Ave., New York. His headquarters will be at 910 
Quarrier St., in that city. The company also named F. R. 
Sinopoli as manager of its Greensboro, S. C., office. 


June. 1950 
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WITH THE ASSOCIATIONS 


Charles B. Haverin, assistant personnel officer of the 
Metropolitan Life Insurance Co., New York, was elected 
president of the Office Executives Association of New York 
at a recent annual business meeting in the Belmont Plaza 
Hotel, New York. 

Mr. Haverin succeeds Elmer L. Helm, Shell Oil Co. 
Herbert B. Roth, U. S. Casualty Co., was elected executive 


Charles Haverin 


vice-president; Rudolph Lang was re-elected as secretary, 
and Alwyn W. Ogden, Universal Atlas Cement Co., was 
re-elected treasurer. 


New president of the Office Management Association of 
Chicago is H. W. Dickhut of the Chicago Planning Com- 
mission. The election took place at an annual meeting, 
recently. 

Other officers elected were Frank D. Hurt, first vice- 
president; Herbert W. Vetter, second vice-president, and 
M. A. Georgen, treasurer. Retiring president was Myron D. 
Ross of Jewell Food Stores. 


The June meeting of the Transcription Supervisors As- 
sociation of New York, meeting at Whyte’s Restaurant in 
New York, heard as guest speaker, Professor Alpheus W. 
Smith, assistant director of the Extension Service, New 
York State School of Industrial and Labor Relations, Cor- 
nell University. Professor Smith gave a short talk summing 
up all the lectures that have been presented at previous 
meetings. He then presented certificates to the members of 
the Association who had attended the lecture series. 

Miss Louise Kintner, public relations director of the New 
York Association for the Blind, was presented with a $500 
check from the Association, the proceeds of their sixteenth 
annual bridge party which was held in April. 


The Association will hold its annual June dinner meeting 
on the 12th at the Fifth Avenue Hotel, New York. The 
speaker will be Clare Barnes, Jr., well-known author of three 
current best sellers—“White Collar Zoo,” “Home Sweet 
Zoo,” and the newly published “Camus Zoo.” 

Virginia Roggiero, talented pianist, will offer selections 
by Beethoven and Bach. 


The Records Management Association of New York, at 
its recent meeting at the Hotel Martinque, elected the fol- 
lowing officers for the 1950-1951 term: Miss Ethel A. 
Carew, president; Miss Beatrice G. Roach, first vice-presi- 
dent; Miss Violet Campbell, second vice-president; Mrs. 
Helen P. Foley, recording secretary; Mrs. Mary Bock, 
treasurer, and Miss Marjory Conover, recording secretary. 

Elected as directors were Mrs. Theresa Burke, Miss Helen 
Golden, Miss H. Rosamond Hartshorn, and Miss Eleanor 
Hirsch. 

The elections were preceded by the annual business meet- 
ing of the group. 
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Get Tapex for every office desk, workbench, shipping table. Salesmen will 
find it a handy tool for installing displays, mounting data, binding records. Made 
of unbreakable plastic in green, grey, wine, brown. Loads any roll of plain or 
imprinted tape to 1296 inches. At stationers everywhere. If your stationer cannot 
supply you, write direct. 


TAPEX A (for tape to '/2” width) $92.45 
TAPEX B (for tape to %" width) $2.75 


(discounts in quantity) 
NEWARK 5, N. J. 


217 ASTOR STREET * 
TAPEMATIC CORPORATION 
CANADIAN DISTRIBUTOR, WALTER DICKINSON & CO., LTD., 184 BAY STREET, TORONTO mmm’ 
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Exclusive Canadian Distributor: 
CANADIAN STAPLES LIMITED—Montreal, Toronto, Winnipeg, Vancouver 
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WITH THE ASSOCIATIONS 


E. H. Conarroe, associate manager, Policyholders’ Service 
Bureau, Metropolitan Life Insurance Co., New York, is one 
of twenty-four executives representing management who 
were recently made officers and directors of the American 
Management Association for the coming year. Mr. Conar- 
roe will be vice-president in charge of AMA’s office man- 
agement division. 


E. H. Conarroe 


John M. Hancock, chairman of the board, Lever Bros., 
will be chairman of the board; Don G. Mitchell, president, 
Sylvania Electric Products, Inc., chairman, executive com- 
mittee, and Lawrence A. Appley, president. 

Elected to vice-presidential posts, in addition to Mr. 
Conarroe, are Garret L. Bergen, vice-president, Marshall 
Field & Co., and Paul O. Vogt, coordinator, General Elec- 
tric Co. 

Divisional vice-presidents elected for a second term are 
Grosvenor S. McKee, vice-president, Talon, Inc.; Frederick 
B. Heitkamp, vice-president, ATF, Inc.; John H. Mac- 
Donald, vice-president, National Broadcasting Co., and 
Russell B. Gallagher, manager, insurance department, Philco 
Corp. 

Other officers re-elected included James L. Madden, 2nd 
vice-president, Metropolitan Life Insurance Co.; Alvin E. 
Dodd, New York, and James O. Rice, New York, secretary. 

New directors of ‘the Association include Keith S. Mc- 
Hugh, president, New York Telephone Co.; Coleman L. 
Maze, chairman, management and industrial relations, New 
York University; Earl M. Richards, vice-president for oper- 
ations, Republic Steel Corp.; Keith Powlison, vice-president- 
controller, Armstrong Cork Co., and Wilbur H. Norton, 
vice-president, General Motors Corp. 


The annual meeting of the Communications Managers 
Association of New York was held recently at the Abbey 
Hotel. Elected as officers for the ensuing year were Wil- 
liam C. Itschner, United States Rubber Co., president; 
V. J. Murphy, Union Carbide & Carbon Co., vice-president; 
Roland R. Fife, Pan American Airways, secretary, and 
A. Wacker, Socony Vacuum Oil Co., treasurer. 

The meeting, other than the election of officers, was 
brief, and following installation of the officers, a general 
discussion centered around the visit of eight members of 
the organization who attended the national convention of 
the National Committee of Communications Supervisors 
which was held in Chicago in May. 

At that convention it was proposed that a concrete con- 
stitution and set of by-laws be adopted, actions which have 
heretofore been disregarded due to the fact that the na- 
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tional committee has functioned more or less as an advisory 
body. 

The New York chapter of the Association is interested 
in contacting those who are qualified for membership. 
These would include managers of communications for com- 
panies and corporations which are extensive users of com- 
munication facilities, but which do not enter the selling or 
rental of such facilities for profit, with major branch located 
in the New York area. 


Kenneth Ripnen in Europe 
Kenneth H. Ripnen, Kenneth H. Ripnen Co:, Inc., 

101 Park Ave., New York, architects, is currently investigat- 
ing architectural designs and trends in the offices and office 
buildings in Europe, including the Scandinavian countries. 

Many of Mr. Ripnen’s clients are interested in the study 
of new ideas on space administration problems, and he feels 
that countries overseas can materially contribute to these 
ideas. 


Aid for Employees’ Decorating Problems 

For those employees of large companies who are 
planning to decorate their homes, the H. & H. Home 
Planning Counter, 139 East 57th St., New York, has what 
it believes to be a most helpful service. 

According to Kim Hoffman of the firm, individual con- 
sultation and advice on home planning is now available to 
these employees for the fee of $5 per half hour, and ap- 
pointments can be made daily for those who work during 
regular office hours. 

Based on their own floor plan and their personal prob- 
lems, the home makers will receive precise instructions for 
the best furniture arrangements, color and lighting schemes, 
and can also receive introductory cards to sources of repu- 
table standing, thereby being afforded special prices on 
their purchases. 

Full particulars on this service can be obtained from the 
company at the above address. 

(To next page) 
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MULTILITH and DAVIDSON 


Now at no extra cost 


*electronic 
deep-etch plates §25° aise 


*Electronic Deep-Etch Plates give MORE 
impressions and FINER reproductions 


SEND FOR COMPLETE PRICE LIST OF NEGATIVE 


eo ~ SERVICE, PLATES, AND SUPPLIES 
MICHAEL LITH COMPANY 
141 W. 45th. © NEW YORK 19 
June, 1950 


STREAMLINED FOR 
GREATER EFFICIENCY 


Dri-Kwik's newly designed box with rolled edges 
and rounded corners is modern, smart-looking, with 
the kind of eye-appeal that stimulates sales. Now 
available for immediate delivery—Sizes {!1—23/4" 
x 4\/," and {2—31/," x 6l/,". 
ALSO 
Deluxe and Special Business Outfits @ Sign Makers 
and Chart Markers @ Fulton Stamp Pads and Ink 
® All Weather Wood Block Pads and Ink ©@ Achilles 
and Iron Castor Racks @ All Types of Marking Inks 
(submit sample of material for faster service) ® New 
Style — Open Face — No. 40 Pica — 42 Premier 
Dates. 
Prompt Shipments Write for Catalog Today 


FULTON Marking Equipment Co. 


82 Fulton Street Elizabeth 1, N. J. 
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SPAULDING - MOSS 
GRAPH PAPERS 


SEMCO-Graph Papers 
satisfy the demand for a 
high quality sheet for 
use by statisticians, stud- 
ents, engineers and busi- 
ness men. All types of 
rulings available. 

SEMCO-Graph Lineout 
Papers give you non- 
reproducible cross sec- 
tions of standard or spe- 
cial grids of great accur- 
acy. In ad form — 
available in bond or vel- 
lum. 

SEMCO—Engineering Sketch Books > 
are especially designed to retain en- SEMCO-GRapy 
gineers’ notes and designs in semi- A055 seeping 

rmanent record form; pocket or : ace 
etter size. ph 

SEMCO-Graph Cross Section and 
Quadrille Papers are made with light 
blue lines on bond paper. Available 
in pads, sheets and an assortment of 
rulings. 

SEMCO-Translucent Analysis Pads 
reduce the cost and effort of office 
ee work. Copies of orignals can 
e made in quantity and quickly, 
thus eliminating errors and cutting 
costs. Available in standards and 
special rulings and in varying sizes. 
Write today for other 
descriptive folders 

and prices. 


Address—GRAPH DEPT. 


SPAULDING~MOSS CO. 
42 FRANKLIN STREET, BOSTON, MASS. 


semco yur. 
qayvarerne WUE 


$ co 
sp AULDING mos 


‘Trademark 
TRANSFILE scx FILES 
BOARD 

are the practical, low cost method of keeping 
semi-active and inactive records accessible at all 
times. Reinforced by steel, each file is a complete 
filing unit in itself. Units can be stacked into 
strong, rigid batteries. Steel front is available 
on 2 styles. Roller bearing drawer suspension is 


available on the De Luxe model. Check your 
stock and order today. 


e 3 STYLES « 13 SIZES 


Write for Your New Gussco Filing Supply Catalog 


GUIDE SYSTEM & SUPPLY CO. 
335 Canal Street New York 13, N. Y. 


WITH THE ASSOCIATIONS 


Members of the Systems and Procedures Association of 
America, attending the third annual business meeting of 
the organization at the New Yorker Hotel, New York, 
recently, heard the newly installed president, Joseph G. 
Nagro, Bird’s Eye-Snider division of General Foods Corp., 
announce that service to members will be the keynote oi 


Joseph G. Nagro, 
president 


A. L. Mettler presents plaque to outgoing 
president, R. B. Crean, right. 


Back row, left to right: H. E, Sandford, Merck & Co.; T. S. Frick, American 

Machine & Foundry Co. Front row, left to right: A. L. Mettler, Electric 

Storage Battery Co ; J. G. Nagro, Birds Eye-Snider Div.. Genera! €20ds 

Corp.; R. B. Crean, Baldwin Locomotive Works, and G. F. Johnston, Socony 
Vacuum Oil Co. 


the national association’s program for the coming year. He 
outlined plans for development of research and educational 
| projects, initiation of a reference and bibliography service. 
and expansion of the organization’s membership through 
the founding of additional chapters throughout the nation. 
Among the officer’s reports given at the meeting were 
| those relating to the annual National Systems meeting 
| sponsored by the SPA, which will be held at the New 
| Yorker Hotel October 19th-20th. Chairman John W. Has- 
| 


lett, of Shell Oil Co., and committee leaders gave a preview 

of arrangements for the two-day session, which will be 

built around the theme of “Coordinating Systems Work to 
| Management Planning.” 

Other reports were given by retiring president, Raymond 
B. Crean, and retiring treasurer, A. L. Mettler, both of 
the Philadelphia chapter, and the retiring secretary of the 
Northern New Jersey chapter, Gibbs Myers. 

Following Mr. Crean’s report, he was presented with an 
engrossed testimonial signed by all of the members and 
chapter presidents who served under him during the year. 


i (To page 85) 
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METAL BOXES 
for Seeurity—Utility 


1. STRENGTH — Interlocking corners, reinforced 
bottom, heavy gauge steel. 


2. EYE APPEAL —Finished in attractive colors, Gray 
and Green Hammer-kraft, and Olive Green smooth 
finished. 


3. CHOICE OF LOCKS-——Padlock type latch lock. 


Cabinet or Sesamee Combination. 


4. ASSORTMENT OF SIZES — A size for every 
need. 


e A Quality Product Priced Right. Send 
for catalogue and prices today. 


MANUFACTURING 
COMPANY 
OF CONNECTICUT 


WAREHOUSE POINT CONNECTICUT 


as/; stood the 
test por 50 years 


Big business has discovered this little soap 
eraser . . . tried and tested for 50 years. You 
see it in offices everywhere. There’s no gen- 
eral pencil eraser like it in the world! 


THE ROSENTHAL CO., 45 E. 17 St., New York3 


June. 1950 


CLAR-O-TYPE 
iis gut Roun as Get 
ie * 


7} THE CLAROTYPE CO., INC. 
aa 261 Broad way, New York 7 


| Cedar-King 


, CONTAIN THE STRONGEST AND 
pnoctasD «SMOOTHEST LEADS YOU CAN 
tans A BUY FOR COMMERCIAL USE. 


~ 


| 
+ 
8 
pS 
& 
Ro 


~% 
# 
2 
ZL 
g 
% 
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NATIONAL PENCIL CO. 
SHELBYVILLE, TENN. 


220 FIFTH AVE. am 
or + 


If your 
local supplier 
cannot serve 

you... write 
to us for free 

sample 
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SPONGEX CHAIR CUSHIONS SELL 
When You Buy at These Prices 


One Dozen Two Dozen Gross 


Size or more ormore or more 
14%4""15" 1" $1.20ea. $1.00ca. $ .85 ea. 
16%°17" 1" $1.50 $1.25 $1.06 
16%""17" 2" $2.40 $2.00 $1.70 


Reversible covers — attractive | 
green or brown frieze on one 
side, rattan-like fibre on reverse | 
side. 

Stenographer cushions (123R) 
and Standard cushions (125R) 
made of bonded, shredded 
sponge rubber. Executive cush- 
ions (225R) made of light- 
weight, bonded Texfoam. 
Order assorted styles as desired 
—figure prices on total quan- 
tity ordered. 

Minimum order on one style is 
one dozen. Terms: 1% 10 days, 
net 30 days, F.O.B. Shelton. 


Order from | 


THE SPONGE RUBBER PRODUCTS CO. 
314 Derby Place, Shelton, Conn. 


Steno Size 
Spongex 123R 


Standard 
Spongex 125R 


Executive 
Texfoam 225R 


LOCKERETTE 


—Combines the best 
features of both lock- 
ers and coat racks. 


Wraps are exposed to air 
and light. Employees do 
not face the weather in 
damp wraps that have 
been crumpled in dark 
lockers—do not eat soggy 
lunches, soaked by wet 
hats or gloves. Each 
person has his own 
spaced coat hanger. ven- 
tilated hat shelf and 12” 
x 12” x 15” deep lock 
box for lunches. tools 
and personal effects. 


More saleable because they keep Lockerettes save space 
wraps “in press. «2 2 No. 6-12 
(2 - column) acecommo- 


Improves health and morale—lower dates 12 people in 6 feet: 


absenteeism. the No. 9-18 (illustrated) 
accommodates 18 in 9 
Write for Bulletin OL-4 feet. 


VOGEL - PETERSON CO. 


624 So. Michigan Ave., Chicago 5, Ill. 


‘ 


OFFICE MANAGEMENT AND EQUIPMENT 


CLASSIFIED ADVERTISING 


Rates are |5c a word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT & EQUIPMENT, 212 Fifth Ave., 
New York 10, N. Y. 


Employment Service 


QUALIFIED MEN whose earnings have been $3,000 and up. This 
confidential exchange, now in its 19th year of service to high-grade 
men, specializes in individualized versonal service, in opening contacts 
and negotiating for satisfactory salaried positions. Eugene L. Williams, 
2220 W. Grace St., Richmond, Va. 


BUSINESS ADM.: For Profs. Advertising, accounting, Mgt., Mktg., 
Retailing, etc. Master-Doctors Degrees. Colleges-Universities. Salaries 
to $7,000. Cline Teacher’s Agency, East Lansing, Mich. 


Help Wanted—Male 


BRANCH MANAGER WANTED—Leading steel office furniture manu- 

facturer desires applications from men experienced selling office equipment 

Ox national accounts and with ability to train and direct salesmen. 
M-76. 


Position W anted—Male 


SALES EXECUTIVE with outstanding record in sales, sales promotion 
and sales training secks position where 29 years of experience in_the 
office equipment and home appliance field can be profitably utilized. Past 
earnings up to $12,000 annually. Willing to consider any good proposition 
in sales, management or training. References. OM-80. 


ORDER, PRODUCTION CONTROL, Office Manager, BBA, thoroughly 
experienced modern office procedures, bookkeeping, statistics, sales pro 
motion, export connections. 5 languages. Excellent organizer. Thorough 
— purchasing complete factory supplies, raw materials, etc. 


M-72. 


For Sale or To Buy 


FOR THE World’s most beautiful desk plate, send $2.95 and name de- 
sired to Mail-N-Post, Wapping, Connecticut. Satisfaction or money back 
guaranteed 


CALCULATORS—Monroe, Friden, Marchant. Greatly reduced prices. 
A-1 condition, 1 year guarantee. Monroe Electrics from, $69.50. rite 
for our free decimal equivalent charts. AAA Adding Machine, 438 West 
38 St., New York 18, N. Y. 


BOOKKEEPING SYSTEM-—Sacrifice 1,000 simplified, self-explana- 
tory, self-analyzing, complete one book Apex two year business account 
record. Acknowledged finest, most comprehensive small business sys- 
tem. Retails $22.50. Latest edition. One dozen minimum $4.00 each. 
eee pee Systems Inc., 192 Lexington Avenue, New York 
i ie A 


FOR SALE: Four (4) Burrough style 21-17-14 with 43-H_ stands. 
Purchased new, 3—1947, 1—1949. Machines used on accounts re- 
ceivable exclusively and are in excellent condition. Offers solicited. 
OM-78. 


ELECTRIC MULTIGRAPH (Multilith). Used but in good operating 
condition. Also used Diebold Cashguard Money Chest. Write QUIM- 
BY’S HOLSUM BAKERY, Box 48, Uhrichsville, Ohio. 


OFFICE MACHINES expertly rebuilt, bought, sold. Parts and sup 
plies. Wholesale, export. Checkwriters, adding machines, calculators. 
Check Writer Co., Inc., 169 William St., New York 7, N. Y. 


ACCOUNTING, BILLING, Bookkeeping and Analysis Machines. We 
furnish all special features and rebuild the machines you order to your 


direct specifications. All machines unconditionally guaranteed. Inquiries 
invited. We are also buyers of all makes of office ting h 
OM-62. 


GOOD SBLECTION of Used Calculating and Accounting Machines. We 
are well known for years as a dependable source for used o' equipment. 
All makes Calculators. Both select rough and rebuilt. _ Accounting 
Machines, include bank, utility, amd commercial models. Rough only. 
All inquiries welcomed and answered promptly. OM-63. 


June, 1950 
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WITH THE ASSOCIATIONS 
(From page 82) 


Newly elected national officers, in addition to President 
Nagro, are A. L, Mettler, Philadelphia, first vice-president; 
George F. Johnston, New York, second vice-president; 
Harry E. Sandford, New Jersey, treasurer; Simon F. Kaplin, 


An SPA meeting under way 


Philadelphia, secretary; L. M. Mannasmith, Chicago, Ed- 
ward F. James, Pittsburgh, and Theodore S. Frick, New 
York, national directors. 

The business meeting was followed by a cocktail party 
and dinner for the new and retiring officers. 


Believing that the need for education and re-education 
of management and supervisory business people is impor- 
tant so that new ideas and fresh viewpoints may be ac- 
quired, the Triple Cities chapter of the National Office 
Management Association, in conjunction with Triple Cities 
College, Endicott, N. Y., has scheduled an Institute on 
Office Management and Personnel Administration, to be 
held June 12th-14th at the Hotel Frederick, Endicott. 

A distinguished group of speakers has been selected, and 
while the source material presented will deal largely with 
office problems, many of the principles are just as applicable 
to other parts of a business, for human relations are “funda- 
mentally the same wherever you find them.” 


Among the speakers to be heard are Edwin M. Greaves, 
Canadian National Railways; Edmund H. Plant, Eastman 
Kodak Co.; Dr. A. L. Winsor, Cornell University, and D:. 
Herbert Moore, Stevenson & Kellogg, Ltd. 


WHY DON’T THEY MAKE... .? 


IN THE APRIL ISSUE, we asked our readers for their 
suggestions regarding some gadget, machine, or item of 
office equipment which they felt would be a valuable addi- 
tion to the tools of the office—if someone would manufac- 
ture it. 


Herewith are the ideas of two readers: 


Walter Lippmann, office manager, 1021 East 14th St. 
Brooklyn, N. Y., would like to see (1) all rubber cement 
so manufactured that it will not, after some time, discolor 
paper, dry up or evaporate after a year or two, (2) a type- 
writer ribbon with eradicable ink which will not clog the 
type, (3) a date stamp, the wheels of which move easily, 
transport the ribbon readily, and usable without danger of 
soiling the hands with stamp pad ink, (4) a carbon paper 
that cannot smudge at all. 


J. V. Beitel, 535 Hickory St., Allentown, Pa., hopes that 
someone will produce a device attached to the ratchet 
release on a typewriter which would control the under- 
scoring key so that in typing totals, as in financial state- 
ments, double underscores could be used. The present key 
for single underscoring makes necessary careful “juggling” 
of the ratchet in order to get the desired effect of two paral- 
lel underscores, and often the distance between the lines is 
uneven. 


June, 1950 
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| am a Specialist (-) 


in hand forming points for unusual services in 
WATERMAN FOUNTAIN PENS 


I prescribe and then form points to precisely suit any 
individual requirement for any service—such as special 
Writing, Calligraphy, Lettering, Drawing, Stenography, 
Bookkeeping, Music Writing, etc. 

Tell me your needs, with sample of your handwriting! 


Waterman Fountain Pens with tailored-to-your 
requirement 14 kt. Gold Point.....$4 to $8.75. 


ROBERT C. LIDDELL 


(*) Manager, 50 Years, Waterman’s Retail Service Store. 


Clove Road, Little Falls, N. J. Tel.: MOntcair 2-3799 R 


A Snappy Salesman 


of seventy-five years ago looked like 
this. Today he has doffed the checks, 
the high hat and the walrus mustache, 
but he still depends upon his 


Hee 
Beach's i 
“Common Sense" AK 


Expense Book 


to give him a quick, accurate record of 
his traveling expenses. 


Beach Publishing Co. 
7338 Woodward Ave., Detroit 2 


IMP ELECTRIC MAIL OPENER 


Cuts Costs — Increases Efficiency 


Speed up the de 
livery of your in- 
coming mail with 
the use of Im 

Electric Mail 
Opener. Saves time 
—cuts mailing room 
costs—increases of- 
fice efficiency—onl 

$67.50 (plus tax 

F.O.B, St. Paul. 


y Write today 


“ia See 
complete details, 


_ INDUSTRIAL MOLDED PRODUCTS CO.., Inc. 


609 New York Bldg. St. Paul 1, Minn. 
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Seen SSeS eee eS See eS eee 


In these busy days, you cannot afford to lose 
precious time signing company checks. It’s a 
tiresome job that should be delegated to the 
Todd Controlled Signature Protectograph, the 
fast, easy-to-operate check signer that gives you 
triple control over check issuance. 

With this improved 
machine, you speed 
check handling... re- 
lieve check-signing 
fatigue ...get insured 

protection .. . eliminate 
easy-to-forge pen and 
ink signatures. New 
features assure quick, 
effortless check feeding 
and insertion—checks 
can be signed at a 50-per-minute clip! 

Let us tell you more about this Todd Protec- 
tograph check signer. Just clip and mail the 
coupon below for full information. (If you 
already have a Todd check signer, please note 
on coupon so that we can arrange a liberal 
trade-in. ) 


MAIL COUPON NOW! 


THE TODD COMPANY, Inc., Rochester 3, N.Y. 


Please let me have full information about the Todd 
Controlled Signature Protectograph, without cost or obli- 
gation to me. 

I have (] have not (J a Todd check signer. 


Firm 
Address 
City 


By 
OM&E-6-50 


COMPANY, INC. 
Todd 


ROCHESTER q NEW YORK 
SALES OFFICES IN Wf PRINCIPAL CITIES 


DISTRIBUTORS THROUGHOUT THE WORLD 
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